Module 1

Learning Objectives

Documents for a Purpose

. Pass/
Student is able to: Merit
Create and format text which is P,
suitable for a particular purpose
Adjust properties to allow graphics or P
other objects to fit well within the
document
Insert table into document P
Use advanced formatting features M
Use page formatting options M
Adjust page formatting for a specific M

audience




//7 .1 Formatting text / Learning Objective: 1

Who will be reading? \

e Before you format your text, think of the
audiences who will be reading it.
o How do you attract them to read?
o How do you make your text more
appealing to them?
e Consider the audiences according to:

o age ; ® Young people are more concerned with:
o occupation o moderate font size

. » Children will like:
o background | o stylish font style

colourful text

little text

simple colour graphics or illustrations
easy-to-read font style

big text size.

0O O O O O

o interest. o colours
e Vary the format by changing: o attractive illustrations.
o font styles + o Older people may prefer:

o text sizes o big text size !
o colours o simple font style .
o images. o useful and relevant illustrations.

Typing and formatting text \

e Type the following article.
e Use spell-checker to check for spelling errors.
e Proofread to ensure the whole text is typed correctly.

e Save it in your folder as launchingcis.

Launching of Cambridge ICT Starters in Mukah, Sarawak, Malaysia. The Information and Communication
Technology (ICT) programme at SK Dato Awang Udin in Mukah, Sarawak, Malaysia was launched by
former Prime Minister Tun Dr Mahathir Mohamad on 10 April 2004. The ICT programme, which will
witness the introduction of ‘Cambridge ICT Starters’ for students at the school, marks yet another
important milestone for the spread of ICT education to rural schools, especially in the coastal belt. The
ICT programme is a pilot project for Mukah and the coastal area, and is an extension of an earlier
successful pilot project which was launched at SK Datu Pengiran Mohamad, Oya, another rural area, by
Sarawak Chief Minister Pehin Sri Dr Haji Abdul Taib Mahmud in 2001. The ICT project, which involves
the provision of Broadband Internet Access by Sacofa Sdn Bhd to Mukah and introduction of ICT
education by Danawa Resources Sdn Bhd, will complement the Government's efforts in bridging the
digital divide between the rural and urban areas and eradicating rural poverty. The digital divide, which
has been acknowledged as a major factor which underpins the économics of isolation in rural areas,
features prominently in Taib's agenda as an area of concern that must be resolved to facilitate the
transformation process and enable the State to strive towards achieving the k-society status.
Describing the ICT education project undertaken by Danawa Resources as an important enabler in
promoting IT-assisted learning, the company's managing director, Kuintan Sepawi, said, “*We like to
consider our contribution from the private sector as one which is supportive of the Government's k-
economy initiative, which seeks to move Malaysians away from physical resources towards knowledge-
based resources.” On the Cambridge ICT project, she said it highlighted the various critical components
necessary in creating a sustainable ICT-focused education programme. "Besides having a proper syllabus,
course contents and Internet access, ongoing training for the teaching staff will be carried out,” said
Kuintan, who stressed that firm commitment and support from the school management and education
department was equally important.




_/

\Z Learning Objective: 1

AN

Changing font

\

Open the file launchingcis.
Find out what the default font of your
word processor is.

Highlight all the text by tapping

d and 24 simultaneously.

If the default font is Arial, then change
the font of the text to Times New
Roman; otherwise change the font of
the whole passage to Arial.

Arial or Times New Roman are two very
common fonts that are easily accepted

by most audiences.

¢ You may wish to select a different
font of your choice. However,
whatever font you have chosen,
make sure it is suitable for your
aud|ence

Choose

a Amencana A the font
a8 Amencana ExtraBold A
a olive Commas from the

a Antique Olive Roman AR list.

T Arial Black
B Arial Narrow
& Arial Unicode MS
& AvantGarde
T Ealthazar

8 Balzano

% Banjoman Open Bokl =]

Changing font size

N\

Find out what the default font size of your
word processor is.
H|h||ht all the text by tapping

,, MY simultaneously.

If the default font size is 12, change itto a
bigger size of 14.

Now try to change the font size to 16.
Change the font size back to 12.

Font size 12 is the most common font size
and is most suitable for adults.

Children and older audiences may prefer
the bigger font size of 16 or even 18.

Choose the
suitable font
size here.

Text alignment

\

Place the cursor anywhere in the text.

Click - the text will be aligned at the
centre.

Titles are usually aligned at the centre.

Click . the text will be left aligned.
If the page width or column width is
limited, left alignment is a better choice.

C||Ck- the text will be right aligned.
Date and page number are commonly
right aligned.

Click , the text will be justified.
Justified text looks neat and professional.

Justified

Left aligned

4 Doriimaonte far a Purnneo
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/1.2 Paragraph break \ / Learning Objective: 1

AN

Formatting the title \

First align all the text as Justify.

The first line can be taken as the title of
the story.

Place the cursor at the end of the first
line, to the right of the full stop.

ac space|;

Tap once to remove the full

stop.

Tap § twice to separate the title
from the rest of the text.

Place the cursor anywhere within the
title.

Click to make the title centre aligned.
Highlight the title.

Click B to make the title bold.

Click ¥ to underline the title.
Change the font size of the title to 14.

- Change the font style of the title to

Century Gothic or any legible font.
Changethe font colour to red.

Click W to save the file using the same

filename.

| Break the text into paragraphs.\

Highlight the whole text and change the
font size of the body text to 12.

The body text is too long and therefore
difficult to read.

We can break the text into a few
paragraphs.

Each paragraph should discuss one
main point.

Place the cursor on the left of the first
word of the text: “The”.

You may tap % once to insert an
indent to the first paragraph, but this is
not necessary.

Identify the third sentence:

“The ICT programme is a pilot project...”

Place the cursor on the left-hand side of
the first word of the third sentence:
“The”.

Tap g once.
This breaks the third sentence from the
second sentence.

Tap € again.
This will insert a blank line.

Tap to insert an indent for the
second paragraph.

Click #H to save the file using the
same filename.

Another paragraph \

Identify the fourth sentence of the newly

formed second paragraph:

“Describing the ICT education project
undertaken ...”

Place the cursor to the left-hand side of
the first word: “Describing”.

Tap|
This will create a new paragraph and
insert a new line above the new

paragraph.

Tap

This will remove the blank line if you
have not typed anything on it.

Tap d again to insert a blank.
line above the third paragraph.

You may tap to insert an
indent fo the third paragraph.

Click #H to save the file using the

same filename.

Click & to preview
what your document
looks like.




/ 1 3 Inserting images \_ﬁearning Objectives: 1, 2

More formatting x

¢ Locate and highlight the school name “SK
Dato Awang Udin” in the first paragraph.

e Change the colour to deep blue.

¢ Locate the following names and change
their colour to deep blue:
o Tun Dr Mahathir Mohamad
o Pehin Sri Dr Haji Abdul Taib Mahmud
o Kuintan Sepawi

e Locate “Cambridge ICT Starters” in the
first paragraph and change its colour to
red.

El
e Click ', to save the file using the same
filename.

" Launeting of Cambridae ICT Starters in Mukah, Ssrawak, Mslsysia

The Ibrmation axd Commuikator Teckwolegy STy program at Sk Dab
Awarg Udn hh MIkal, Sarawak, Maligla wat laniched by former Prine Mirker
Ty D1 Malathlr Mokamad oy 10 Aprll2004. The T program, which will wiess
e hiroduction of '‘Tanbrkkle T Starer' ¥t stidert at tie school, marks vet
arother mportart mikstore oI e spread of KT edicatm © mial schook.
especkilylv the coattl belt

The 12T program b a piiot profector Mikal aid the coastal area, ald b an
exe1sioh of ar earlkr ¢ wccess I pliot prolect wikh was nicted at Sk Date
Peagiral Mokamad, Ova, aotket 1ral are a, by SaawakC ket MDEter Pekla S DI
RA| Ahdu Tab Maimed b 2001, The KT prafect, which hvolws te provkion of
Sreadard lvenet secess by Sacota Sdi B1d to Mukal and hitrodectios of 2T
educatior by Datawa Res ovices Sxiabid, wiiicompkme 1t e Govenme vts efors
I brexging the digfial divkde between the 17l ard than areas ard eRACANg Al
poverty. The digfial divide, WKk kas bees ackiowledged a& a maor Gctor wikch
wdpies tie écosomics of oo I rerat areas, Bateres promire ity hr Tab's
agenda as as area of concen thatm st ze fesolved 0 BClitak Be TarsTomaton
proces ¢ and e xabk tie Sk  sUbe toward: ackleuing the k4 ockty statis.

Descrbirg the ICT edwcaton project 1adertake by Darawa Re sotfces as
mportast esabkl b promothg T-ass8ted feanlrg, Be comparys marxghg
direcior, kxintay Sepawl sald, "We Ike to cobser o1f corgbation fiom the pilvate
seclor & ote WIKh k sipportie ofthe Govenmerts k-ecoromy hitiatie , which
seeks 1o tnove Malmglars awaytom pigkal leg onices t-wards Kiowk dge-hased
resotices " D the Cambrkige 0T project, she said ft highlighted the varnas ortical
ocomporerts hecessary h Cleathg a ¢wtahable ICT-Do1sed edveation program.
*Besdes hauhg a proper syllabes, cotrse coneat and lrknet access, obgoig
trahhg forthe teaz kg stam willbe carrkd o1t” said Kalvtar, whostressed tat 0
cominitment and s Wpport rom the school maragemert and edicatidn departme it
wat equally mporat

Inserting images \

e Arelevant image often explains the

meaning better than words.
e Click ﬁ
e Click|__Betwre »|
i Click From File... |

o Select the image drmahathir.jpg.

e The image will be inserted at the position of
the cursor.

¢ You cannot move the image but you can
resize it.

¢ Place the cursor at one of the four corners.

e The shape of the cursor changes to ™x .

Drag it inward to reduce or outward to
enlarge the image.

Drag diagonally to
enlarge or reduce
the image.

Moving the image \

¢ Click anywhere on the image.

e Once the image is selected, a picture
toolbar is displayed.

e Click B,

o Try out the different text-wrapping
properties one by one to see the effect
on the text around the image.

¢ Finally, choose square as the text-
wrapping property.

Notice that once a text-wrapping
property is selected, the sizing handies
change from small black squares to
small white circles.

Place the cursor anywhere inside the
image.

The shape of the cursor changes to

-

®

Drag to move the image to a new
position. « -




/)

/ Learning Objectives: 1, 2

More images

o Click [Insert |

e Click Bicture ¥ |

° Click‘ From File. .. J

¢ Select the image oya.jpg.

¢ Resize, change text wrapping to
square and place it somewhere in the
second paragraph.

¢ Insert another image pic2.jpg, resize,
change text wrapping to square and
place it somewhere in the third
paragraph.

« Click ¥ to save the file using the
same filename.
e Close the file.

.l [,
Laurching of Cambndge 1LY Starters in Muieh, Saravak, Molaysia

pu {1 odwatnn @ roal cchesh.
een e counlies,

Tie T8 g a3 o 11 et o1 Uik 0
nnnnnnn eyl e et sl s pendet ::n-mo...
oy .

Cowe comdis W
toitmy Gz fo dwlag o wl o i snt” sl Cenn v l]

Py

World’s Longest Bridge Span&

e Click D to start a new document.

¢ Type the following heading:
World's Longest Bridge Spans

e Change the font style to Times New Roman.

¢ Change the text size to 24.

¢ Align the title at the centre.

¢ Add the following text:
Longest Bridge Spans are categorised in
the following tables according fo the
structural type of the main span. The
"span" means the main span of a bridge =
centre-to-centre distance of adjacent
towers, pylons, piers or supports given

in metres. It does hot mean the
total length or overall length of
multi-span bridges. Overall lengths
are not included - only the longest
spans. "Year" means the year of
completion or intended completion if
known.

Set the font style to Times New Roman.
Set the font size to 12.

Set the alignment to Justify

Save as longestbridge in your own
file folder.

Inserting a table

\

e Make sure the cursor is placed at the end of the
document you have just typed.

e Tapl twice.
e Type 1. Suspension Bridges

e Click [ Tabe |

Insert ~ ¥ |

Table... |

¢ In the dialogue box, change the number of
| columns to 6 and the number of rows to 2.

insert Table

Table size
Number of columns: 6| o
Number of rows: 2 =
AutoFit behavior
& Fixed column width: Auto E‘
" Autofit to contents
 AutoFt to window
Table style: Table Grid ButoFormat...
I~ Remember dimensions for new tables
OK I Cancel

-

M mcvsnnmnnbbn fnwe a Dissvonnnn




/ 1.4 Tables

Type the hea

Tap

When you reach the last cell, tapping

Typing in the tables\

R / Learning Objective: 3

ding of each column.

A to move to the next column.

48 again will insert a new row.

No.

Bridge

Span (m)

Location

Country

Year

Adjust the column width by dragging the border of the column.

Place the cursor on the border until it changes its shape 1o

b

Hold down the mouse and drag to the left or to the right to resize the column.
Complete the table so that it looks like the sample below:

1. Suspension Bridges

No. | Bridge Span (m) | Location Country | Year

1 | Akashi-Kaikyo 1991 Kobe-Naruto Japan 1998

2 | Great Belt East 1624 | Korsor Denmark | 1998

3 | Runyang South 1490 | Zhenjiang China 2005

4 | Humber 1410 Kingston upon Hull | UK 1981

5 | Jiangyin 1385 | Jiangsu China 1999

More tables \
e Add the following two tables:
. 2. Cable-Stayed Bridges

No. | Bridge Span (m) | Location Country | Year

1 | Sutong 1088 | Suzhou-Nantong | China 2008

2 | Stonecutters 1018 Hong Kong China 2008

3 | Tatara 890 Onomichi-Imabari | Japan 1999

4 | Pont de Normandie 856 Le Havre . France 1995

| 5 | Nanjing-3 648 | Nanjing China | 2006
3. Steel Arch Bridges

No. | Bridge Span (m) | Location Country | Year

1 |Lupu 550 Shanghai China 2003

2 | New River Gorge 518 Fayetteville, WV USA 1977

3 | Bayonne 504 New York, NY USA 1931

4 | Sydney Harbour 503 Sydney Australia | 1932

5 |Chenab 461 Katra India 2007

Click

| to save the file.




J5 Numbering and bullets / Learning Objective: 4 \

Numbering \

e Click D to start a new blank document.
e Type the following text:

Everybody likes to blow out the candles on the birthday cake during his or her
birthday party. Candles create a special atmosphere on this special occasion.
Candles are handy too when there is power failure.

Treat the candles well; they bring you joy and happiness. Treat them carelessly;
they bring fire info your homel

Here are some guidelines on candle safety:

Double-check they're out when you do not need them.
Keep clothes and hair away from them.

Keep children and pets away.

Put them on a heat-resistant surface.

Put them in a proper holder.

Keep them away from inflammable materials like curtains.
Take care with votive or scented candles.

Use a snuffer or a spoon to put them out.

Don't put them under shelves.

Don't move them when they're burning.

Don't leave them burning while you are out.

Don't keep candles too close o each other.

e Save the document you have just typed

¢ Read through the document once again

e Use a spell-checker to check for spelling
e Click
¢ Insert a title for the document: CANDLE

e Set the font for the title to Arial.
e Set the font size to 16.

e Make the title bold.

* Set the alignment to centre =l

Formatting \

¢ Highlight the guidelines starting from
“Double-check they're out when you
do not need them.” up to the end of
the document.

e Click .

e Notice that all the guidelines will be
numbered from 1 downwards.

o Click . again.

e The numbering has dlsappeared

e Now click .

¢ Instead of numbering, the guidelines
are listed one by one after a bullet.

in your folder as: candlesafety.

carefully to ensure that you did not miss
out any words.

errors.

A to save the document again if
you have made any changes.

SAFETY.

o Clicking again will toggle off the
* bullets format. P




/ / Learning Objective: 4

Formatting numbering\

¢ Instead of numbering the guidelines 1, 2, 3,

4, ... etc., we can change the format to A, B, Bullets and Numbering @)%
C, cran Bulleted MNumbered | Outline Numbered ] List Styles ]

¢ Highlight the guidelines again. N 5 )

e Click . None 2 2 I

e Click at the menu . 5 9 .

e Click [EE Bullets and Numbering. .. ‘

A a) a. i
e Click Humbered } B B b "
¢ Click on one of the styles listed. c. 9 G i
e Click .

% Restart numbering " Continue previous list Customize, ..

o \S(&:Jecan repeat the commands for a different o ] coed |

e Save your work before you proceed.

Formatting bullets \

e As with numbering, bullets can be , -
Changed Bullets and Numbering E| X

PY Highll ht a” the gu|de||nes Bulleted |I‘_Jumbered | Outline Numbered ] List Styles |

. Click =], ' °

e Click at the menu [Farmat | one . o

e Click E Bullets and Numbering.., ‘

' | - > v

e Click Bulleted ‘ < N v

e Click on the style of bullet of your choice. * > Y

L4 C”Ck sl - . Customize..,

¢ Repeat the commands to see the effect of et el
different bullets.

¢ Click #I& to save the document.

Customised bullets \

Cuslomize Bulleted List |E %

Byflet character -—---——n oo

e Click ._.ELELEP“_'ZE__.J to open a dialogue box. |E|T|—|—|—|T

o Click £ __|and select a font of your choice. e | gunr. | g, |

Bullet position

e Click Sharacter... | and select a new character of et g: 57
1 Text position ~-—r—rrr e e

your ChOlCG. T:'hs:paceafter: _ P i}

e Click _Btwe.. |jf you prefer to have different Foven

pictures as bullets.
¢ You can try out the text position, indent, tab space

and so on, as well. .
e Click| ok ]when you have finished. (e = |




soascacha

__’/TG Page setup

Page orientation \

/ Learning Objective: 5 \

Click # to open the file candlesafety.
Click LB ]

Click ‘ Page Setup... |

Click Margins I

Under Orlentatlon click .
Click

Click . to preview what Portrait
orientation looks like.

Repeat for Landscape orientation E

Click to preview what Landscape
orientation looks like.

CANDLE SAFETY

o DOWI<ECkURYI ORFIEN 101 D 1Ot Ied tiem
ey =

s Peepcim dpe
o PALD4MOL A I

o ot e
e

nmmlo Akt IDe c1rs
ndyt

This is Portrait

__/
\Lorientation.

Page Setup @[ZJ

Margins I Paper I Layout I DocumenthidI

Margins

Top: 1 = Bottom: ]I =]
Left: 1 E‘ Right: |1
Gutter: o =] Gutter position; [Lefc

Orientation

J

4

Portrait Landscape
Pages
Multiple pages: |Norma| v
Preview
Apply to:

Whole document v

LY

Defaut... Cancel

H
=

CANDLE SAFETY

E yb dy Ikes to brow the candlas on the birthday cake during your bmdav Condlos create & special
here on this special occasion. Candles are handy too when there is power fail

Troat the candios well; thoy bring you joy and happinass. Treat them carelessly; they briag fire into your hamof

* Double-check theyre out when you do nof naedthem
* Keep ciothes and hoir awey

* Keep chikren and pets swey

* Puthom o aheat resistart surfece

« Pulthem in a proper holder

+ Puthom ewey from inflamm ale materlals i&e curtaing
+ Take cars wih votive or scenled cendies

« Use a sutter or & 5pocn 1o pud them oul

« Donl putthem under shetves

« Donit move them when theyre buming

+ Dont ieave them buming whi you are out

« Dont keep candies loo close Lo each other

This is
Landscape
orientation.

Margins \

The blank space outside the printing

area on a page is called the margin of
the page.

Click to preview the page
Click

Click | “Page Setup... |
Click  margins ‘

Click =1 to increase or F¥] to decrease
the top, botom, left or right margin.

The bigger the number, the bigger the
margin.
Always do a preview before you print.

Paper size

e You must also check the size of the
paper that you will be using.

e Click [Ele],
. CIick| Page Setup... ‘
. click "* |

e Check the paper size.

e If you are using single sheet, select the
most common size, A4, from the list of
sizes.

¢ If you are using continuous computer
paper, select letter.

e Always do a preview before you print.




/ 1.7 Revision exercises / Learning Objectives: 1, 2, 3, 4 X

Changing a document\

You are the secretary of the school History Club. You are asked to change an article so
that it is suitable to be put on the History Club’s bulletin board.
Open the file tallestbuilding.
Make the following changes to the heading (The Tallest Building in the World) of the
document:
Text size: 16 point
Font: Tahoma
Font colour: blue
Alignment: centre
Insert a blank line after the heading.
ake the following changes to the sub-heading (The ten tallest buildings in the world):
Text size: 14 point
Font style: Bold and ltalic
Font: Arial
Font colour: green
Alignment: centre
Insert a blank line after the sub-heading.
Make the following changes to the body text of the document:
o Textsize: 12 point
o Font: Times New Roman.
Insert a blank line after the line, “After the completion of Taipei 101, the other 10 tallest
buildings in the world are:” and number the items under it.
Insert bullet points to the 4 categories for measuring tall buildings so that they look like
this:

1
i

© 00000 =Z0 00 O0O0

o height to the structural or architectural top
o height to the highest occupied floor
o height to the top of the roof
o height to the top of the antenna.
You may use a different shape for the bullets.
Insert a blank line after the last paragraph.
Insert the following text and table after the blank line:

In fact if we just measure them all from bottom fo top, building or not, cables or
not, public facilities or not, a ranking of the tallest structures in the world would
look like this:

No. | Name Place Height
1. | KTHI TV-tower Fargo (ND) 629 m
2. | KXJB-tower Galesberg (ND) 628 m
3. | KZFX TV-tower Lake Jackson (TX) 615 m
4. | WITN-tower Grifton (NC) 610 m
5. | KATV-tower Jefferson County (AR) 610 m

Adjust the column width, if necessary.
Save your file as tallestbuildingworld.




Insert images \

/ Learning Objectives: 1, 2, 3, 4

With the help of your teacher, obtain
images of Taipei 101, Kuala Lumpur
Petronas and Sears Towers.

Insert the image of Taipei 101 on the
right-hand side of the first paragraph.
Insert the image of Kuala Lumpur
Petronas on the left-hand side under the
third paragraph.

Insert the image of Sears Tower to the
right of the image of Petronas.

Adjust the size of the images and the text-

wrapping properties so that the whole
document covers only 2 pages.

Insert page numbers at the bottom

right of the pages.

Insert a header which has:

o your name on the left-hand side

o the date in the middle

o your school name on the right-
hand side

Use Arial font of size 10 point for the

header.

Proofread the document and make

corrections, if necessary.

Save your document as

tallestbuilding2.

For the magazine \

Your document has been selected for the school magazine so that all the pupils can

read it.

You are now required to refine your document on page formatting, page orientation,
colours, location of inserted images, font, font sizes and so on, to make it more
appealing and appropriate for its audiences (your schoolmates).

Save your work as tallestbuilding3.

Self-evaluation \

Explain the choices you have made when creating your document, which make it

suitable for its purpose.




Module 2
Multimedia for a Purpose

Learning Objectives

_ Pass/
Student is able to: Merit

1 | Create a plan for a presentation P

2 | Recognise and select appropriate P
source materials

3 | Incorporate transition and animation P

4 | Incorporate timings, audio and ‘build’ M
effects

5 Demonstrate a clear sense of audience; M
and purpose




2.1 Planning / Learning Objective: 1

Planning \

« When you decide to do a presentation,
you must start with planning.

o First, you need to identify the theme of
your presentation.

o Next, you need to identify your
audience.

« Plan your slides and think how your
presentation can attract your specific
audience.

+ Gather resources like information,
graphics and sound or music files.

¢ Select the relevant resources and
organise them on a storyboard.

e You can apply your skills in word
processing to prepare your storyboard
or you can just scribble your ideas on
a blank piece of paper.

o Your storyboard is then your master
plan for the presentation.

e You must revise your master plan
from time to time.

You must know
what your '
audiences want.

Stoi'yboard \

o Start MS Word with a blank page.
e Use the textbox feature to create 7

¢ On the second line, type The largest ....
¢ At this point, do not worry about the

identical textboxes. format.
¢ Name the textboxes Slide 1 to Slide 7.
o For the exercise that you will go through in Slide 1

this module, let us prepare a presentation
for the members of the School Science
Club (the audience) on “World Record —
the animal extreme” (the theme).

¢ As there are a few thousand world
records, we will use a small category,
“The largest”, for the presentation.

* Inthe textbox for Slide 1, type the title as

World Record - The Animal Extreme.

World Record —
The Animal Extrems

The largest ...

Preparing the slides \

¢ Open the file animalextreme.doc.

¢ For exercise purposes, the file has been
prepared with some information on some Slide 2
world records. )

¢ ldentify the information that is relevant to

Largest Flying Mammals - The Flyihg
Foxes {family Pleropodidae)

the topic. o Live in Southeast Asia.
¢ Copy the information on the largest flying o Length of 45 cm (17.7in),
mammals. o Wiqgspan ~1ImEfRTin
e Paste itin the textbox for Slide 2. o WWeight - 1.6 kg (3.51h).




/2.2 Preparing the storyboard \/ Learning Objective: 1

Other slides

e |dentify the next data that show “the e Save your storyboard.

largest ...". _ e Toidentify your file quickly later on,
e Copy and paste the information to form use your name as part of the
Slide 3.

filename: e.g. if your name is John,

¢ Discard those data that are not relevant. then save your work as john’ssbwr.

¢ Repeat the copy and paste process.

e There are all together 6 pieces of
information that show the largest, and
therefore there should be altogether 7
slides.

Images and sound

* As part of the planning, ideljtify the Stide 2
images that you would use in the
presentation and write them down on the Largest Flying Mammals — The Flying
storyboard Foxes (family Plercpodidas)
. ) o Live in southeast Asia.
e You can insert 1 or more images. o Length of 45 cm (17.7 in).
e All the images selected must be relevant o Wingspan- 1.7m (5 ft 7 in).
or related to the presentation. o WElght 18kg(351b). g
e The illustration should help the audience Graphms flyingfox jpg, ﬂymgmx'? Jpg‘
to gain a better impression of the FlungftleJpg

information presented. —
e You can also identify a sound file to be

played throughout the presentation to The filenames of the

make the presentation even more graphics need not

interesting. be shown in the
presentation.

Getting started

% New Presentation v X

Open a presentation

worldrecord—arimale:treme. ppt

presentation?, ppk

e Click E&i Micrasoft PowerPoint Flagsandinappt

. i o Desion Temolate flagsandnationalanthern.pot
e C(Click D3 From Design Tenplate on the Task B moreprasentations, ..
Pane on the right-hand side. New
e Choose between a blank presentation [3 Blark Presentation

.!,
-

and an appropriate design template.

e Since the theme is world records, we
can perhaps use globe.pot.

e Click on the sample globe.pot on the
Task Pane and the starting slide will be
changed to the design selected.




I / Learning Objectives: 1, 2

Title slide \

e Create the first slide as the title slide.
e Click on the space marked “Click to add title”.
o Type the title as World Record - Animal

Extreme. World Record — Animal Extreme

e Click A toincrease orclick # to decrease
the font size so that the title stretches over
only 1 line.

¢ Move the title to the top.

¢ Click on the space marked “Click to add
subtitle”.

e Type The Largest ...

e Adjust the font size.

e Add your name below the subtitle.

The second slide \

e Insert a new slide.
e Click [Insert |

e Click |§"3 New Slide  CtrM |

e If you have created the storyboard
using MS Word, you can copy the title
and paste it into the box marked “Click
to add title”.

¢ You can click on it and type out the title.

e Check your spelling and resize the
wordings.

e Change the colour of the title to yellow.

Completing the slide \

e C(Click at the area marked “Click to add text”

atnd cg)mp(;ete the text as in your Largest Flying Mammals — The
storyboard. Flying Foxes (family Pte/opodldae)
e Click - » Live in Southeast A
e Click| . Ficture N Asia.
; s Length of 45 cm
e Click [ FomFie.. | (17.7 in).
* Select the image that you think is relevant. " yuingspen - 1.7.m
* Resize and move the image if necessary. . iNeightlr_])i 6 kg
* You can insert more than 1 image. (3.51b).

Save your presentation as animalextreme.




/ Z Learning Objective: 2 \

The other slides \

e Based on the storyboard you have

created, complete the other 5 slides. Largest Fish — The Whale Shark
e The screen shots shown here are just {Rhincodon typus)
examples. » Plankton-feeding.
« Found in th f
e You are encouraged to rearrange the the Atlantic. Pacific. and Indian

images or move the text. Oceans.
Length — 12.65 m (41 ft 6 in).

¢ While designing the slides, you must
always bear in mind who your target
audience is.

e Save your work before you leave your
computer.

Slide 5

) . - Largest Mammal — The Blue
La[_geSt Bird - Th Ostrich Whale (Balaenoptera musculus)

« Live in North African. - G » Length — 35 m
= Height — 2.75 m (9 ft). (115 ft).
« Weight — 156.5 kg (345 |8 = « Weight — 130
Ib). ‘ i N . tonnes,
= Also the fastest bird on ) e
land — it can run up to
72 kmph (45 mph).
It can't fly!

s
it

Slide 3 Slide 6

Largest Reptile — the estuarine or
saltwater crocodile
(Crocodylus porosus)

Largest Insect — Acteon Beetle
(Megasoma acteon)

= Found in South America.
= Length — 3.51in.

= Width — 5.1 cm (2in).

» Thickness — 3.8 cm (1.5

in).

= Live in India.

» Length —over 7 m
(23 ft) long.

Slide 4 Slide 7




[ / 2.3 Slide transition / Learning Objedtive: 3
[ slide show \

e Open the presentation animalextreme
that you saved in the previous exercise.
e Make sure that you are looking at the

You can also tap

space bar, —%

first slide. o ; th : I
. Click . advance to the next slide.
e Left-click your mouse anywhere on the fo the previous slide.

screen to advance to the next slide.

You can click the ¥ icon
located at the bottom
left corner to start the
slide show too!

2@ 1

< i:iD;aw* Autoshapes

Transition \

e To advance the slides in a more attractive way,

we can add in slide transition. ¢ < Slide Transition v X
e Click Apply to selected slides:

Mo Transition
1 [BE S ition. .
e C(Click l Shde Transhtion l Blinds Horizontal

¢ From the Task Pane, choose one of the Blinds Vertical
transition methods by clicking at it once. Box In

B Ouk

¢ [f the AutoPreview was checked W AutoPreview , Checkerboard Across
you can preview as you click. Checkerboard Down
e Repeat the choosing of slide transition Comb Horizonkal
methods for all other slides. Comb Vertical
Cover Down .
e Go back to the first slide and click = to go Cover et | Drag this up and

down for more

through the presentation again. Cover Right 7 s
transition options.

Speed and sound \

e For each slide transition, you can choose
the speed: slow, medium or fast.
¢ You can also choose a sound effect.

* After you have made the choices, go back Modify transition
. . . P FPla Speed: |Sluw Ill
to the first slide and click I:‘*' to have

a preview of the effects. Sound: \[No Sound] M
I Loop anti rest sound
¢ Click: . to save the presentation.




) / 2.4 Automated presentation / Learning Objective: 3

Auto advance \

e At this point, you still need to advance to the
next slide manually by clicking

o Make sure you are viewing the first
slide.

o C(Click to run the show.

Advance slide

by tapping the space bar,

e You can produce an automated
presentation whereby the slides will be
advanced automatically after a specified
period of time.

or |
o Look for Advanceslide ynder the Task Pane. !

I on mouse dlick
W automatically after

™ on mouse dick

e Uncheck the option

W automatically after You can

also type in
the timing "
manually.

e Check the option .
o Click [2] repeatedly to increase the timing to :
5 seconds.

o Click | Apoly to al sides |

Animation \

e You can use animation to
change the way in which the
images or texts are displayed.

e Click sldeshow |
° CIick@ Custom Animation.,. —|

‘ e On Slide 1, click to select the
i title.
e Click [F¥% AddEffect -|_

o Select |=:$’ Entrance  » ‘

X L Blinds

$ 2. Bounce

3¢ 3.Box

3k 4, Checkerboard
# 5 Craviin

5% 6. Diamond 4

e Choose #f_ZFlyIn or
any other effect. ' B o 1§
e Click to have a preview. > ro | Esegen]

Text animation \

¢ Repeat the animation for the subtitle The
Largest ....

¢ You can choose the same or a different /
entrance effect. Do not use

] | Animation Schemes. ..
e Click to have a preview.

at this point. It has
e Try out other effects one by one so that you are different implications
familiar with each of them.

. , , and may affect the
e Choose the one that you think your audience will slide transitions that

like. you set earlier,
e Repeat for all the titles of the other 6 slides. \
e Click Ei to save your work.

LY SV TRy PSSR | S SUpNUIY | Y



/ Learning Objectives: 3, 4

Eraphic animation \

Select Slide 2.

e Click on one of the inserted graphics. Basic ‘
i <l | Slide Show | [# popcor ]| S minas
* Cth _Shge Shnw - 3k Box ; 2k Checkerboard
e Click |@ Custom Animation. .. | S Circle | # craiin
- ) 3% Diamond § # Dissolve In
o C|ICk |-_* Add EFFECt T| ﬁ' Flash Once ;i ﬁ' Fly In
Entrance » 3k PeekIn E 3% Plus
* Se|eCt ‘* ‘ & Random Bars E %Random Effects
e Choose Mreffects.. |15 see more e sl | Fests
entrance effects. o wedae | 3 W
; @Box E X wee “‘
e Click or any other effect. S;HE | Drag this
. . A Expand | ¥ Fade .
o Click ™_P2¥ | {5 have a preview. cr | * Fadedzoom slide bar i
* Repeat the process for other images. Moderate .|| down tc;fsee
¥ preview Effect oK Cancel more e eCtS

Re-order

A

‘l Lalgest FIme Mamn als - Fhe

The numbering that appeared
next to the title and the images
show the order that the title and
the images will appear.

You can change the order.

To swap the order 3 and 4, for
example, click the third effect in
the Task Pane.

Click [# to move its order down.

Clicking [#] will put its order back.
Now repeat the process of adding
animation effects to all the
images on all the other 6 slides.

\

The body texts that are already in the bullets
format can be set to appear one by one.

Sk Title 1: Largest Flyi...
3k flying-fox-02
sk Ow BlackFlying... [~
a* mother_baby?2

« Livein Southeast
Asia.

» Length of 45 cm
(17.7 in).

« Wingspan - 1.7 m
(5 ft7in).

» Weight- 1.6 kg
(3.5 Ib).

El Re-Order El

Build effect

Largest Flying Mammals — The

This is called the build effect.
Follow the procedure above to reach and click

|§i% Add Effectq.
Select ‘&' Entrance
Select|‘-# 5. Crawl In'

a

l

More Effects...

*

You can also click(
more effects.

1 o select

Flying Foxes (family Pmropod/dae
@ . Livein southeast H
Asia.

" » Length of 45 cm
(17.7 in).

h = Wingspan - 1.7 m
(5 ft 7 in).

ﬁ =« Weight - 1.6 kg
(3.5 Ib).

LV TRy PILESS |  SR, e e AAa



_/

\/ Learning Objectives: 3, 4

Change setting

\

e Click ﬂ on the right of
Start: ED After Previous

After Previous to ensure a smooth

automated presentation.
Direction:

select a direction on entrance for t
from a list of directions:

Direction:

From Bottom IV I
»

-
+

From Botkom
From Left
From Right

From Top

M and choose

Click }] on the right of to

4 % Custom Animation - X

|5 change ~| [%e: Remove |
Modify: Crawl In
M

IM

Start: L@ After Previous
Direction:

Speed:
‘From Bottonﬂv ‘ ’Medium

he text

e Click T'j on the right of
Speed:

\.
Medium hd
! to choose a speed

from the list.

Speed:

R

Mediurn

Yery Slow
Slow

Fast
Yery Fast

The text contents

~

Normally, the animation properties
of the text are grouped under the
first line.

You can click ¥ to expand its
contents.

You can then change the contents
one by one, choosing a different
direction or speed.

You can click #* to hide the
content.

o =
Click ¥l to save your work before
you proceed to set the animation
of the texts of other slides.

/Although it is a thrill to:
watch the animations,
overdoing it will only
confuse the audience
and distract their
attention. Keep your
work simple.

1“H % Title 1: Largest Flvi...
28 Bk flying-Fox-02

3“B 3% ow blackflvingfox...
4-B  #* mother_babyz

® # Text2: Liveins.. EI

Click ¥ to
expand the
contents.

££

18
2B

b Title 1: Largest Flvi..,
% flving-fox-02
3B 3k ow blackflvingfox...
4f ¥ mother_baby2
r @® # Liveinsoutheas.., [v]|
r () ? Length of 45 cm {lﬂ

o ‘% Wngspan - 1.7 m (... |
’k - .

q

Click * to
hide the
contents.

NA AR..IL' e M Lo = NN




2.5 Sound effect

/ Learning Objectives: 4,5

Inserting music

\

¢ Gotoslide 1.

e Click [Insert |,

¢ Click | Movies and Sounds b ‘

o Click[ Sound From File. .. |

e Choose the midi sound champions.

. cliok 1

Microsoft PowerPoint

e Click 1 to allow the sound to
play automatically in the slide show.

/To ensure that the music can D

played during the presentation,
the music file must be kept in the
folder where the presentation file
is saved, whether it is saved on
the hard disk, diskette, CD or

any other storage devices.

N

Control how the music is played \

¢ Inthe Task Pane, click ﬂ on the right-
hand side OfI (@ [ champions.mid Eﬂl
e Click | Effect Optinns...' |

e This will open the Play Sound setting
dialogue box.

o For this exercise, we want to play the
music from the beginning until the end of
the slide show.

e Select {* From beginning under Start D|~3Ying_

e Select % after: lﬂ E slides \;nder
Stop pla¥ing and type 7 as we have 7 slides.

e C(lick __ﬂj to activate the volume control
and drag the handle up and down to ,
control the volume of the music when it is
played.

¢ Click L—=—___1to complete the setting.

e Save your work and test-run the slide
show.

¢ If you need to make adjustments,

remember to save your work again.,

Yolume

[0 [> WeéareThe Cha...[*]
‘B start On Click

Start With Previous

| Effect Options...

Start after Previous

Timing...

Show advanced Timeline

Remove

Play Sound

~

Effect

Timing ]

Start plaving
I
: " From Tast position
€ From time: ! 3: seconds

Stop playing
" Onlick
" pfte

% After: !E 3: slide)

Sound setting
Soun (E]

.- 1™ Hide while not playing
File: C:4...\OTS1_pg2Sichampions.mid

T

™ Mute

Enhancements

Sound: |[Hx:v Sourd]

After animation: IDon‘t Dim

Grrnste rest i

! 3: s detay bebween lathers
oK i

>

bl bed b

Cancel |




- / 2.6 Timing

Rehearse timings x

/ Learning Objectives: 4, 5

e To ensure that the slide show created is —T——
suitable for the target audience, especially i | ;) metsu s sowss oois.0osoums okeotte s inogs o whun o
the timings, you can rehearse it. : o

e Click . i

e Click (&% Rehearse Timings | . e When you reach the end of the slide

o The slide show will start automatically 5 show, a dialogue window telling the
from the first slide with a timer. ' totdl time recorded will be displayed.
L ' o Click Lk 2l to accept and keep the

© 00004 recorded time.

e Imagine that you are the target audience | °* Save your work.
who will be watching the slide show. e Test-run the slide show. ,,

e Tap the space bar whenever you think the i ¢ You can repeat the rehearsal or "
title, the photos, the text or the whole slide | change the timing manually in the
should change to the next one. Task Pane.

Slide transition timing\

e You can still change the speed of slide * You can also choose a sound effect.
transitions. e Inthe Task Pane, under Advance slide

e In the Task Pane, under Modify transition you can change the time lapse before

for speed, choose Fast, Medium or Slow.

Madify transition L
Speed: ifjst ’ "l
Sound: [Mo Sound] |"‘

I Loop until newt saund

the next slide advances.

Advance slide

™ onmouse dick

WV automatically after gﬂﬂ:rlﬁ ’ Eﬁ

Change the timing of animation effects \

In the Task Pane, select the effect to
change.

Click

Click here to
get a drop-
down list.

4+ Custom Animation

|;}“,§( Change v| IE\ Remove |

Modify: Fly In

C“Ck I Timing... , start: 8 on click |
b Direction: Speed:

Choose NNt for Start: g FromTop 17| ery Fast I g
This will start the effect after the | e s | 1h Sment: ‘ R
Speclﬂed t'me |n QEIE'}": . Start: © After Previous ;722 ; f-FDX- ” E‘lig_, Q

H H ' Delay: m seconds : Start On Clic ] 2 g
SpeCIfy 0 seconds in Delay: . Spg:d: [0.5 seconds (very Fast) ] © X Start With Previous g\gfﬁ
Th'S W|" Start the eﬁ:ect Repeat: |(none) - © f;* (D  Start After Previous (
im mediately ™ Rewind when done playing ¥ EffectOptm/ns o -
Choose a Seeed: from: 0.5s oo 3| | Iming... o
(Very Fast), 1.0s (Fast), 2.0s tide: Advanced Timeine
(Medium), 3.0s (Slow) or 5.0s _ Bemove
(Very SlOW) oK | Cancel || "»y




2 7 Annotation / Learning Objectives: 4, 5 \

Resizing notes window \

e For documentation purposes, you can add
notes to each slide.

¢ You can note the transition and animation
effects you have used for each slide.

e Bring your mouse pointerI to the bottom of
the work place of the slide.
e Move it between the slide work place and the

window labelled Click to add notes  yntil it
Fs

changes its shape to * .
¢ Hold the right button of the mouse and drag it
up or down to resize the window for writing

notes.

Click to add notes

Drag here up and
down to resize the
textbox for writing
notes.

Writing notes \

e For Slide 1, type the following notes:
o Slide transition: B/inds
» Direction: Horizontal
= Speed: Fast
» Advance slide: Automatically
after 2 seconds
o Animation used for the title:
Dissolve In
»  Start: Immediately
* Speed and duration of animation:
Very Fast (0.5s)

o Animation used for the subtitle:
Spiral In
= Speed and duration of
animation: Fast (1.0s)
o Music: champions.mid
= Start: From the beginning
= Stop: After 7 slides (the last
slide of the slide show)

’

Notes for Slide 2 \

.o The following are examples of notes for
Slide 2:

o Slide transition: Box In
= Speed and duration: Fast (1.0s)
= Advance slide: Automatically
after 15 seconds
o Animation for title: Blinds
* Direction: Horizontal
= Speed and duration: Very Fast

o Animation for photo 2 —
_flyingfox2: Peek In
* Direction: From Bottom
= Speed and duration: Very Fast
o Animation for photo 3 —
flyingfox3: Wedge
= .Speed and duration: Medium.
o Animation for bulleted text:
Crawl In

.( 0.5s) ' = Direction: From Bottom
o Animation for photo 1 — flyingfox: - Speed and duration: Medium
Fly In

¢ Follow these examples and write
similar notes for your own Slide 2 and
the other 5 slides. :

* Direction: From Top
* Speed and duration: Very Fast




/2.8 Printing

/ Learning Objectives: 4, 5

Notes Page view

\

You can also type the notes using

Notes Page view.
Click i

Click [B_otes pace |

This will set the view to Notes Page.
Type your notes in the textbox under
the slide.

You can also resize the slide and
resize the textbox to allow for more
notes.

To return to normal view, click .
Click [B_tornal .

~Speed and it
“AMnIO) B PEO I- F
«DIRcH: =

=Alin Jtor HI Bl ted B 1T C¢
«DInctN:From S
«opeedand Dyt

Printing

Click LEte |

Click |@ Print. .. CtrI+P—‘.

There are 4 types of printing: Slides,
Handouts, Notes Pages and Outline View.
Select the type of printing under Frint what:
Preview

and click to preview how the
pages will look before you start printing.
Select Slides if you want to print each slide
one by one.

Select Handouts if you want to give out hard
copies of the slides to your audience.

You can select to print 1, 2, 3, 6 or 9 slides
on a single page.

Select Notes Pages if you want to print the
notes slide by slide.

Select Outline View if you want to print all
the text without the images.

Make sure the printer\

~Printer

Name: lAuto HP Color LaserJet 4600 PCL 6 on ELIZABI___] Properties

Status: 1dle

Type:  HP Color Laserlet 4600 PCL 6 Find Printer... | !
where:  WELIZABETH\HP4600 ';
| Comment: I printtofile |
+-Print range - ;7 Copieg ~-m~=------m -y
@ al C currentslide € Zaloston 3 '; Numbar of coples
 Custon S |

__l

| € sides: |

1,3,5-12

Enter slide numbers andjor slide ranges. For example,

'Eﬁjﬁg

' ¥ Collate

Print what: iRandoes -

Colorfgrayscale:

Motes Pages - ‘ ; ]_L’ O@E

I - T

Color -
T~ Scale to fit paper T vt e sides
T~ Frame slides
™ Include comment pages
Preview lTi Cancel

« @ world Record — Animal Extrems
The Largest ...

(3 Latges) Fiying Mammals — The Fiying Foxes (family
Preropocdas)
v

is on-line before you

Waild Record — Animal Extreme|

ClCK b
T start prlntlng

Arknrion uted for Hhe thle Drssole in
Spead of bt . Very Fazt

Ankmarion avedtor :n-.un. Sptratia
Spead of anknaien: Fost

Music: We are The Chargiors mid
amnommmnmv

Stop aftar 7 siatos (na 1251 tila of ha s chow)

Notes Page

Handouts
(& Largest Insact - Acteon Beslle (Megasoma actian)
oo gt Ao
it
Outline View
*-




W\

29 Evaluation / Learning Objectives: 4, 5 \

After the completion of the slide show or presentation, view it as a slide show a few
times with your target audience and think of ways in which you can improve your slide
show.

Write down as documentation why and how your slide show meets its purpose and how
appealing it is to your target audience.

The following questions will help you to evaluate your slide show. Write your answers in
complete sentences. You can always write your own observations.

o  Explain how the background chosen suits the title of the presentation.
(Hints: Background used is globe; the title is about world records)

o Explain why the font styles and the font sizes used are suitable.
(Hint: Are they simple and legible?)

o  Explain how the use of music from the beginning to the end of the show helps to
impress the target audience.
(Hints: How suitable or related is the music chosen to the title of the presentation?
How did the audience react to the use of music during the presentation?)

o  Explain how the use of photos helped in the presentation.
(Hints: Are they relevant and related to the topic presented? Are they informative ?
Have the inserted photos made the presentation more interesting?)

o  Explain the role played by the timings set.
(Hints: Are the timings well set? Did the audience have sufficient time to finish
reading? Were longer times allowed for longer text?)

o  Explain how the use of transition of slides and animations helped in the
presentation.
(Hints: Did the use of transition of slides and animations make the presentation
more interesting? Did the build effects on the texts make the text easier to
comprehend or understand and make the presentation more impressive?)

MA_ .42 .. _ _HT_ £



Module 3
Spreadsheets for a Purpose

Learning Objectives

: Pass/

Student is able to: Merit

1 | Design a spreadsheet with a specific P
purpose

2 | Create the spreadsheet P

3 | Test the spreadsheet P

4 | Modify the spreadsheet to make it M
suitable for its purpose

5 | Evaluate the spreadsheet M




\ / Learning Objective: 1

3.1 The purpose

5 th;lTand buy \

Mr Wilson wants to trade-in his present old car
for a new car. He has three main criteria to
consider:

o The monthly loan repayment instalment
must not be more than RM600 and the
duration must not be more than 7 years.
The trade-in price must not be less than
RM7,000.

The down-payment payable after deducting
the trade-in price must not be more than
RM5,000.

He has 5 offers but cannot make up his mind.

Which car
is the best

Designing a spreadsheet \

¢ Design a spreadsheet to help Mr Wilson

answer his question:

o Which offer best suits his needs and
criteria?

You will start by deciding the column

headings of the spreadsheet.

The foliowing are the main column

headings that you need to consider:

(a) Offer (for Car A, B, C, D and E)

(b) Price of new car (for listing the price of
the new car from the 5 offers)

{c) Minimum down-payment (as set by
the offer)

(d) Trade-in price (for listing the trade-in
price of the old car)

(e) Down-payment payable (the
minimum down-payment minus the
trade-in price)

(fy Principal loan (price for new car —
down-payment)

(g) Duration of loan (in years)

(h) Rate of interest (in %)

(i) Total interest payable (duration of
loan x rate of interest)

(i) Total amount payable (principal
loan + total interest payable)

(k) Monthly instalment (total amount
payable + (duration of loan x 12))

Labelling the spreadsheet \

e Load
F3 Microsoft Excel . ‘ =
LA B c D E E G H [ J K - =
* A blank 1] Which offer best suits Mr_Wilson's criteria and naeds? N
2 . . " i
SpreadSheet iS MNew Car Minimum Tra'de-in Dawn- Principal | Duration | Interest Total Monthly
displayed. ) Ofter Price pz;r::nt Og\f;eed gzyyzglr: Loan Amount| (years) | Rate (%) | Interest TotaiLoan Instaiment
° Key in th e column ,,:,?C(G)A {b) {c) (d) (8} i} {Q) i) {i} i (k)
. ar
headings as shown. | 7"
¢ Save the _ 7 lcarc
spreadsheet in your | ican
own folder as 9 icarE
. ' 10 OO 2
wilson'scarloan- 4y i\ desian/ L] | In

design,




-/ 3.2 Formulae

/ Learning Objectives: 1, 2

The offers

According to Mr Wilson, the 5 offers are as

\

follows:

O

Offer 1 (Car A)

* Price of new car: RM42,000
Trade-in price: RM9,000

Minimum down-payment: RM10,000
Duration of loan: 5 years

Interest rate: 3.35% per annum
Offer 2 (Car B)

= Price of new car: RM48,350

=  Trade-in price: RM10,000

= Minimum down-payment: RM10,000

Duration of loan: 6 years
Interest rate: 3.30% per annum

Offer 3 (Car C)

= Price of new car: RM45,000

» Trade-in price: RM8,000

=  Minimum down-payment: RM10,000
= Duration of loan: 7 years

= |nterest rate: 3.20% per annum
Offer 4 (Car D)

= Price of new car. RM32,000

» Trade-in price: RM7,500

*  Minimum down-payment: RM15,000
= Duration of loan: 4 years

» Interest rate: 5.0% per annum

Offer 5 (Car E)
Price of new car: RM38,000 4
Trade-in price: RM6,500

Minimum down-payment: RM8,000
Duration of loan: 8 years

Interest rate: 3.0% per annum

Entering available data

The worksheet designed has 11 columns
but the information on the offers can only

\

be used to fill up 6 of the columns, (a),
(b), (c), (d), (g) and (h).

Open the file wilson'scarloan-design.xls.

Fill up the 6 columns (a), (b), (c), (d), (9)
and (h) with the data from Mr Wilson.

Check the data that you have entered
carefully; adjust the column width, if
necessary.

Save your work as wilson'’ scarloan-
data.xls.

Discuss with your friends on how to
use appropriate formulae to calculate
the values for columns (e), (f), (i), (j)
and (k).

Keying-in the formulat&

Formula for Column (e): Down-payment
Payable (e) = Minimum Down-payment (c)

minus Trade-in Offered Price (d).

O

Click to select cell E5.
Tap E

Click cell C5.

Cell ES will onIy display the value of the
formula; the formula is displayed at the

formula bar above the first row.

You can also type the formula =C5-
D5 directly into cell E5.

"You can repeat the process to key-in
a similar formula for cells E6, E7 ES8
and E9.
To save time, you can use the Copy
and Paste method:

o Click oell ES.

o Click &3
o nghllght_ ceII E6 to cell ES.

o Click #5,

DA Cummdnlamnbn Lo a Psscenmnn




//f /Learning Objective: 2

—
Columns (f) and (i) \

e Formula for Column (f): Principal Loan
Amount = New Car Price (b) —
Minimum Down-payment (c).

o Click to select cell F5.

e Formula for Column (i): Total Interest
= Principal Loan Amount (f) x
Duration (g) x Interest Rate (h).

o Click to select cell I5.

o Tap . o Tap
o Click cell B5. . o Click cell F5.
o Tap E : o Tap E
o Click cell C5. ‘ ! o Click cell G5.
o Tap o Tap E
e Copy the formula to cells F6, F7, F8 i o Click cell H5. ;
and F9. : ‘
i o Tap
MS Excel only ! o Copy the formula to cells I6, I7,
recognises * instead i I8 and I9.
of x as multiplication. i
Column (j) \
¢ Formula for Column (j): Total Loan = ;
Principal Loan Amount (f) + Total Interest ! o Tapl=\.
(). - o Click cell I5
o Click to select cell J5. ;
=i o Tap
o Tap : o Copy the formula to cells J6,
o Click cell F5. J7,J8 and J9.

Column (k) \

e Column (k) is the most important column
and the formula = J5/(65*12) must be
entered with care.
o Click to select cell K5. [ MS Excel only

O

T E recognizes / o Copy the formula to cells K6, K7
ap =. as the symbol K8 and K9.
o Click cell J5. for division. « Save your spreadsheet as
o Tap , wilson'scarloan-data?2.
o Click cell 65. J5/(G5*12) means cell J5
o Tap E divided by the product of
o Click cell G5. G5*12. J5/G5*12 means cell J5

divided by cell G5; the dividend
is then multiplied by 12.

o Tap E
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.3 Testing the formulae

/ Learning Objective: 3

Testing the formulae

\

Are the formulae working correctly?
Test the spreadsheet by changing some
of the data.

If the down-payment is the same as the
new car price, there will be no loan, no
interest and no instalment.

Change the value of C5 to 42,000 (the
same amount as B5): are all the values
for cells F5, 15, J5 and K5 zero (or -,
depending on the format used)?

If your answer for the above is “yes”, the
formulae for columns (f), (i), (j) and (k)
are working; if not, check to see that you
have entered them correctly.

To check the formula for column (e),
change the value of the minimum
down-payment (c) to O.

If the formula for column (e) was
entered correctly, when there is no
minimum down-payment (c), the
down-payment payable (e) should
show a negative value. The value is
the same as the trade-in offered
price, column (d).

LA B Cc | D : E ‘ F G "I [ J K
|1 Which offer best suits Mr Wilson's criteria and needs?
2
Minimum | Trade-in Down- Principal )
Offer N%v:i((:lear Down- Offered payment Loan D(u;aatlr:? ér:; r?;t) InIgZ:';t Total Loan IHEZ?;:Z%
3 payment Price Payable | Amount | VY °
4. (a) {b) {c) {d) (e} (f) {g) (h) (i) )i (k)
5 |Car A| 42000.00 | 4300000 900000 ] 3300000 C -2 s 335%|CC - JdC DOIC D
Change the value of (c) to the
value of (b), then the value of
(), (i), (j) and (k) will become 0
or -.
A B ’ c \ D | E i F I 6 1 H I J K
1 Which offer best suits Mr Wilson's criteria and needs?
2 .
i Minimum | Trade-in Down- Principal )
| Offer N%V:;ar Down- Offered payment Loan D(u;aatlrg? er;ttz rff/j) In-trgrtg'lst Total Loan Inhsnt:?r:]gwt
3 | payment Price Payable | Amount | Y&
4! (a) (b) {c) (d) {e} {f (9) (h) (i) )] (K
5 |Car A| 42,000.00 (_-3 9,000.00 [{(9.000.00}} 42,000.00 5 3.35%| 7.035.00 | 49,035.00 | 817.25
» A —

N

rChange the value of
(c) to 0, then the
value of (e) will be the
negative value of (d).




e

ﬂ Displaying formulae

/ Learning Objectives: 3, 4

AN

Displaying the formulae\

Click [Tods |
Click [__gpters- |
Click :.

Check the otlon for W Formulas
Click i

The worksheet is displayed with all the
formulae instead of values in the cells
where formulae were entered.

Check the formulae entered.

If any mistakes are found, correct the
mistakes.

Uncheck I Formuas to view the values
again.

¢ Repeat the process to display the

formulae again.

e Adjust the column width to fit the

content of each column.

e Save the spreadsheet as

wilson'scarloan-formulae.

Coor | Intemational | save lErrud'neddnngpelﬁngISec\.myl
!_4| Callation | Edt | General | Transtion | Customists | Chart |
Show
T~ Startyp TaskPane ¥ Formula bar ¥ Status bar V' windows in Taskbar
Comments
1~ Nore # Comment indicatoronly ¢ Comment & indicator
Objects -

# Show all € Show placeholders € Hide al
Window options

¥ Row 8& column headers
¥ outline symbols

¥ Horizontal scrcll bar
¥ vertical scroll bar

- . T ¥ Zero values 14 he
Save the file under the same filename gt [T T
wilson'scarloan-data?2.
G
Al B | ¢ | D | E | F | 6 | H | | ( J , K [
| 1| __. Which offer best suits Mr Wilson's criteria and needs? ‘
2 ‘~ ;
Minimum | Trade-in | Down- . )
Offer NeW_ Car Down- | Offered | payment Principal | Duration | Interest Total Total Loan Monthly
Price : Loan Amount| {years) | Rate (%) | Interest Instalment
3 payment| Price | Payable
4] (&) (b) () (d) (e) {f) (9} ) {i) Q) (k)
5 |{CarA |42000 |10000 |9000 =C5-D5 |=B5-C5 5 00335 |=F5"G5"H5 [=F5+I5 =J5HG5*12)
6 |[CarB |48350 [10000 [10000 |=C6-D6 |=B6-C6 B 0.033 =F6*G6*Hb6 |=F6+I6 =J6/{G6*12)
7 |Car C [45000 (10000 [8000 =C7-D7 |=B7-C7 7 0.032 =F7*G7H7 |=F7+I7 =J7(G7"12)
g8 |CarD |32000 (15000 [7500 =C8-D8 |=B8-C8 4 0.05 =F8*G8"H8 |=F8+I8 =J8/(G8"12)
| 9 {CarE [38000 8000 6500 =C9-D9 [=B9-C9 8 003 =F9*G9*HY |=F9+9 =J9/(G9" 12}

Interpreting the findings \

Based on the calculation, the monthly
instalments are as follow:

o Car A-RM622.67

o CarB-RM638.10

o Car C-RM510.00

o Car D-RM425.00

o Car E-RM387.50

Only Cars C, D and E meet Mr Wilson’s
first criterion that the monthly instalment
should not be more than RM600.

Car E cannot be considered because its
trade-in price offered, RM6,500 is less
than Mr Wilson’s request of RM7,000.

e Car D seems to be a good choice
but the down-payment payable of
RM7,500 is over the limit set by Mr
Wilson.

e ltis, therefore, obvious that the only
offer that best answers the
question:

Which offer best suits his needs

and criteria?
is Car C.




/ 3.5 Graphical presentation

To present the findings in a more friendly
and more convincing way, you can show
the results by using a column chart.

Open the file wilson'scarloan-data2.xls.

Highlight cells A5 to A9.

Cirl

Hold down the
Highlight cells K5 to K9.

Click

Select the Column graph.

Enter the following labels:

o Title: Monthly Instalment

o Category (X) axis: Offer

o Value (Y) axis: Amount in RM
Place the completed chart under the

data table.

Draw another two column charts with
appropriate titles and labels for Down-
payment Payable and Trade-in Offered

Price.

Place the completed charts below the

data table.

——14 key.

/ Learning Objectives: 2, 3

A different presentation \

Monthly Instalment

=
o
£
:
<
CarA CarB CarC CarD CarE
Offer
Down-paymeitt Payable
8,000 "
= 7,000 M
£ 6,000
£ 5,000
¥ 4,000
g 3000 T
S 2000
1,000 -
CarA CarB CarC CarD CarE
Offer
Trade-in Offered Price
12,000
= 10,000
< 5000
E 6,000 A
E 4000
<

2,000 -

Car C
Offer

CarA CarB

CarD

Car E

Improving the graphs

\

The graphs presented above may not show clearly the right choice that meets Mr

Wilson'’s need.

You can further improve the graphs by drawing a line to indicate Mr Wilson’s criterion.
The notes below the graphs should help to indicate clearly the right choice.

Amount in RM

Monthly Instalment

700
600

500
400
300
200
100

CarC
Offer

CarA CarB CarD CarE

Trade-in Offered Price

12,000

10,000

8,000
6,000 -
4000 -
2,000 -

Amount in RM

CarA CarB

CarC
Offer

CarD

CarE

Only C, D & E meet the
requirement of <RM600

E is below the minimum trade-in

offered price of RM7,000

Down-payment Payable

8,000
7,000
6,000
5,000
4,000
3000 f~—=
2,000
1,000

Amount in RM

CarA CarB CarC CarD CarE
Offer

Down-payment payable for
D is too high




//3.6 Conditional formatting / Learning Objective: 3

Conditional formattinjg\

o The spreadsheet can be further onditional Formatting
enhanced by using conditional ~Condtion 1 ‘
formatting_ | [celvaluets ] [less than §:(|7000j =]

. . l between N

e For Column (d), the trade-in price 5’:::?2;3;{,";:‘,215;otublett;veen o Format Set J Format... | |
Oﬁered Ought to be above RM77OOO >>>>>>>>>>>>>>> nx?et:tqe:::ﬂ?n ‘_1 Delete... | I_OK_l Cancel |

¢ Set the format so that the figure will b oroater than or equal to =

less than or equal to b 3

in red once it is below 7,000.

e Click [ Farmat | Format Cells

. Click‘ Conditional Formatting... J ! gorder | patterns |
. In the econd column, select lFBg;;stvle: I

‘ ~ =] [Regular =] =]
. In the:thlrd column type 7000. > ‘ .
e Click K ine: Color: )
e Select red for C°|°r
e SelectE for Font style: [Pt i
e Click L | AaBbCeYyZz f
¢ ClicK e d again. =
+Cell DO shouid now be displayed i TS TR e |

red.
[ | cancel |

Columns (e) and (k)\

¢ Repeat the conditional formatting for Column (e) where down-payment payable should
not be more than RM5,000.

¢ Repeat the conditional formatting for Column (k) where the monthly instalment should
not be more than RM600.

e Once Mr Wilson’s three criteria are indicated by conditional formatting, it is very obvious
that Car C is the only offer that meets Mr Wilson’s need.

A | B z c f; D! E 1 F ] 6 1 H_ | | T Pk
I R ... Which offer best suits Mr Wilson's criteria-and needs? 1
5 ? :
Minimum | Trade-in Down- Principal '

Offer Nev:ié:ear Down- Offered payment Loan D(ureaatg? Flzr;ttee r?;t) In-lt-:rt:flst Total Loan Inﬁglr:;hel%b
3 P payment Price payable Amount y °
| 4 (a) (b {c) (d) (e) {f) {¢)] (h) {i) i (k)
5 iCar A| 42,000.00 | 10,000.00 | 9.000.00 1,000.00 | 32,000.00 5 335%| 5360.00 | 3736000 62267
6 iCarB| 48,350.00 | 10,000.00 | 10,000.00 - 38,350.00 6 5.30% 759330 | 4594330 | 638.10
7 iCarC| 45,000.00 [ 10,000.00 | 8,000.00 2,000.00 | 35,000.00 7 320%| 7.840.00| 42840.00 510.00
8 (CarD| 32,000.00 | 15,000.00 | 7,500.00 7,500.00 | 17,000.00 4 5.00%| 3400.00 | 20400.00 425.00
9 iCarE | 38000.00 | 8.000.00| 6,500.00 1,500.00 | 30,000.00 8 3.00%| 7,200.00 [ 37,200.00 387.50




/ 37 Evaluation / Learning Objectives: 4, 5

More challenge \

Mr Wilson prefers Car A if only the e Check the value in Column (k), the
monthly instalment can be reduced to monthly instalment.

less than RM699! e Does the value in cell K5 decrease to
Mr Wilson is willing to pay more down- below 6007

payment for Car A as long as the down- e If not, increase the value for C5 to
payment payable is less than RM5,000! 11,100, 11,200, 11,300, ... until the
Based on Mr Wilson’s request, what is value of K5 decreases to below 600.
the down-payment payable, to the e Write down the smallest value for C5
nearest RM100, that Mr Wilson has to that helps to solve Mr Wilson’s

pay? request:

Can you use the same spreadsheet to
help Mr Wilson?

Yes! For Column (c), the minimum
down-payment in cell C5, change the
value from 10,000 to 11,000. a.xls.

e Save the spreadsheet as wilson'scar-

Evaluation \

Does the spreadsheet help to solve Mr Wilson’s need?
o Yes! The spreadsheet has shown Mr Wilson clearly that the offer that best suits his
criteria is

o The spreadsheet can also be used to show Mr Wilson that by increasing the down-
payment to RM , he can keep the instalment for Car A to below
RM&600.

What has been done to improve the spreadsheet so that the findings are clear?
o The solution was presented using graphs.

o The graphs were further improved by a red line that indicated the criteria.

o The spreadsheet was also improved by the conditional formatting.

Suggest other ways that may help to improve the spreadsheet so that it can meet its
purpose.

o Use colours to highlight the row that shows the solution.
o Sort Column (k) — Monthly Instalment.

O

O




Module 4
Databases for a Purpose

Learning Objectives

: Pass/
Student is able to: Merit
1 | Identify a purpose for a database P

2 | Design, create and develop a database| P
for a specific purpose

3 | Utilise different field types P

4 | Test database M

5 | Demonstrate an awareness of data M
security

6 | Transfer data between applications M




/ 4.1 Databases

/ Learning Objectives: 1, 2

Designing databases \

e A school computer club wants to collect
data on the usage of the Internet among
its members. You are asked to design a
database to keep the data and to retrieve
relevant information from time to time.

e The data collected will be kept confidential
and only the main users, the Chairman,
the Secretary and the Treasurer are
allowed access.

e From the database collected, they would
like to know:

o the highest usage in hours per day
o boys using dial-up connection
o girls accessing the Internet for more

Discuss with your friends the key
fields that are required and design a
simple data entry form to be
distributed to the members of the
school computer club.

The following are some examples of
key fields:

o Member ID

o Name

o Sex

o Age

o Type of connection to Internet
(dial-up or broadband)
Average daily usage in hours
o Date first subscribed to ISP.

O

Data entry form

than 3 hours.

¢ Design a simple data entry form to be distributed to the members to collect data from

them.
Computer Club
Sri Mawar Primary School
Survey on Internet Usage at Home
a. Member ID:
b. Name:
C. Sex:  (Write M for Male and F for Female)
d. Age:
e. Type of connection to Internet: .~ (Write. D for Dial-up, B for Broadband,
and O for Other)
f. Average daily usage: hours
g.  Date first subscribed to ISP: __/__J (DD/MMAYYYY)
(Signature) E (Date)




/ 4.2 Data structure / Learning Objective: 2

Data structure —\
o Click T B e — T T
|
e Click Microsoft Scress r&% ! !
e Click O, =R
Click ) Benkbatabase i1y g Task Pane. - |
Select your own directory or folder. osstio i §
* Type internetusagel as the filename. iy E

H {
o Click L.&=¥ __ |0 create the database. T -
Save astype: [Mcroseft Access Databases C.mekb) =1 Concel

Creating a table X

e Under Objects , select Tables

iR internetusaget : Database (Access 2000 file format)

Select BT] iCreate table in Design view5 e ] i G|
e Set up the table with the followmg ;m | ottty et e
details/options. - i
File Name | Data Type | Field Size | il i
MemberlD | Text 3 | Rl
Name Text 50 Léigf;—;i
Sex Text 1 e
Age Number Long Integer —
Connection | Text 1 For the field Usage, set
gsage Number Decimal the scale to 1 and the
ate Date/Time | - i
Subscribed | decimal places to 1.
Data type —\
* The data type determines the kind
of values that users can store in the B internetusage s Table
field. -
o Text — Text or combination of §
text and numbers, including 5:; ‘
numbers that do not require o ;
calculation. CL e g™
o Memo — Lengthy text or Cema el '
combinations of text and Pk e s
numbers. Ik Mok !
o Number — Numeric data used in | pstwe a0 .
calculations. — resTip
o Date/Time — Date and time i‘.'é’"u_:%’:zm E‘;(mmm)
values. PEM e oS
o Currency — Currency values and —
numeric data used in
calculations. .

44 Databases for a Purpose



/ 4.3 Primary key

/ Learning Objective: 2 E

Primary key \

e A good and effective database :
should include a field or set of fields
that uniquely identifies each record
stored in the table. This information is
called the primary key of the table. !
Once you set a primary key for a
table, Access will prevent any :
duplicate or null values from being '
entered in the primary key fields. ;

& internetusage : Table

e Select the field MemberlD and click
at the menu toolbar.

e A small key icon [ will appear,
indicating that the field has been set as
the primary key.

"
mberID| CText .
o Text e e e e

age _Number
Connection oText o
Usage ‘Number

DateSubscribed  DakefTme i

RENTIFY (¥

Saving the table \

e Click[Ee],
e Click| _savess. |
e Save the table as internetusage.

e Click o]

Save Table 'internetusage’ To:

| OK I
Cancel 1

Entering data

N

¢ Click to select

arne age able ™
Tables MemberiD Name Sex Age Connection | Usage | Date Subscribed
=0 ploot  (WiliamTeo . IM_ 0 15D | 25 02012001
e Click [3&=P°0] * . ? % 0 | 0
e Key-in the given
data Record: lli 4 ” 1 !Hlb*! of 1

e To ensure data consistency, you will only enter Sex as M or F and enter connection as B

for Broadband, D for Dial-up and O for Other.

e The format of data entered must be consistent. Dial-up is considered different from Dial

up; Broad Band differs from Broadband.

MemberID: 001

Name: William Teo

Sex: M

Age: 15

Connection: D

Usage: 2.5 hrs

Date Subscribed: 02/01/2001

MemberID: 002

Name: Phua Chu Meng
Sex: M

Age: 16

Connection: B

Usage: 5 hrs

Date Subscribed: 01/07/2001




_/

/ Learning Objective: 2 2

Records 3 to 12 \

MemberID: 003
Name: Elizabeth Goh
Sex: F

Age: 13

Connection: B

Usage: 8 hrs

Date Subscribed: 15/02/20054

MemberID: 004

Name: Mohad. Aziz

Sex: M

Age: 17

Connection: D

Usage: 1 hrs

Date Subscribed: 31/12/2003

MemberID: 005

Name: Mary Peter

Sex: F

Age: 16

Connection: D

Usage: 4 hrs

Date Subscribed: 07/05/2000

MemberID: 006

Name: Fatimah Ali

Sex: F

Age: 12

Connection: B

Usage: 5 hrs

Date Subscribed: 15/12/2004

MemberID: 007
Name: Siti Noraliza
Sex: F

Age: 15

Connection: D
Usage: 5 hrs

Date Subscribed: 01/02/1999

MemberID: 008

Name: Limalawati Hassan
Sex: F

Age: 16

Connection: D

Usage: 2 hrs

Date Subscribed: 03/08/1998

MemberID: 009

Name: Bruce Lee

Sex: M

Age: 17

Connection: B

Usage: 8 hrs

Date Subscribed: 01/03/2005

MemberID: 010

Name: Jong Ah Lai

Sex: M

Age: 14

Connection: B

Usage: 8 hrs

Date Subscribed: 15/06/2004

MemberID: 011

Name: Betty Victoria

Sex: F

Age: 15

Connection: B

Usage: 7 hrs

Date Subscribed: 18/11/2004

MemberID: 012

Name: Henry Joseph

Sex: M

Age: 16

Connection: B

Usage: 6.5 hrs

Date Subscribed: 19/10/2004




/ / Learning Objectives: 2, 3

Records 13, 14 and 15\

MemberID: 013
Name: Boniface David

Sex: M MemberID: 014
Age: 16 Name: Anthony Yap
Connection: D Sex: M MemberID: 015
Usage: 1 hrs Age: 12 Name: Lai Fatt Cai
Date Subscribed: 15/09/2000 | Connection: B Sex: M

Usage: 6 hrs Age: 15

Date Subscribed;: 08/08/2004

Connection: B
Usage: 6 hrs !
Date Subscribed: 05/12/2004

Retrieve information \

e Supply the information required when
you were first asked to set up the

B internetusage : Table

MemberD Name e Subscribed|
database. Do orgAnla M 14 B ~ | 1582004
e The first information: oo ‘Bruce Les M 0110372005,
. . 003 Elizabeth Goh F 156/02/2005
The highest usage in hours per day. ot petyvicora | F "~ lari/o08
g g p y | B o F , _
.. . . . 012 ‘H J h M 16.B X 194102004
e This information can be retrieved easily.: [Tus  areics M e O oot
014 ‘Anthony Yap | M. 2B 6. 08/08/2004;
* Open the table. | |oo7 “Siti Noraliza F 15D 5 010201999
i 1 006 Fatimah Ali F 12B 5 158/12/2004.
e Click %n cell in the column Usage. Tow :me'aacm Vens M 1om ~% " ovomor
o Click [2%/to sort the data in descending i~ “Witaneo M 1eo S g,
order " loos Limalawati Hassan F 16 D 2 03/08/1998'
) . | |03 :Boniface David M 16D 1 15/09/2000:
e After sorting, the number that appears at oo CMohd Aziz M . 17D 1 311202003
the top indicates the highest usage in Record: 14| T ikt is T
hours, that is, 8 hours.
Using a filter \
¢ You can create a filter to find the
information on: , -
Boys that use dial-up connection. B internetusage : Table FBX

T T h. . - .
. MemberlD Name Sex | Age | Connection | Usage DateSubscnbed]

e Click [ Records |

,,,,,,,,, \ 25 020172001
. Filter N ‘ joniface David ‘M 4 11510972000
o ClickL_= : oo Az M 7D 1 3umaoom
¥ - * :
; i Filter By Form —‘ S
e C(Click giter By [ Record: 14| €T T > |21 [p%] of 3(Fikereq)

e Select M in the column Sex.
e Select D in the column Connection.

e Click to apply the filter.




/ Learning Objective: 3

\

Create a query for the third information
required:

Girls that access the Internet for more
than 3 hours.

Simple Query Wizard '

Which fields do you want in your query?

You can choose from mare than one table or query.

Tables/Queries

Simple Query Wizard

7 woukd you ke a detal or summary query?
! & et (Shows every ekl of avery re<ord)
i

¢ Close the table. ]
° CliCk Queries Available Fields: Selected Fields:
e Click Create query by using wizard
e Click =] to select all the fields.
e ClickL. Xt
Cancel | I Next > Einish

Simple Query Wizard \
e Click Type internetusagequery-girlsuse>3h

= Egetail (shows every field of every record) as the name of the query.

' . 1% Modify the query design.

e ClickLtext> Click

Einish

Click

Simple Query Wizard

what title do you wank for your query?
Joternetusage Query - oris use >3h

That's all the 500 the wizard needs to
query.
Do you wank to open the query or modify the query’s design?

€ Openthe query to view information.
@ [tlodiy the query design. 1

T Display Help on working with the query?

Cance! < Back

In the column Sex, type “F".
In the column Usage, type >3.

Click to run the query.

| also spend

more than 3

hours surfing the
net every day!

i<




_/

/ Learning Objectives: 3, 4

Result of query \
e The result of the query shows that there are 5 girls who use the Internet for more than 3
hours every day!
age Query - g Que Im
MemberlD MName Sex | Age | Connection | Usage | Date Subscribed
»@E  Elizabeth Goh F._13B 8 150272005
005 i Mary Peter F o %eD 4 “EI?IDSQD_DDé
006 Fatimah Ali F 2B 50 1511272004
007 | SitiNoraliza F. 18D 5 011021998
011 . Betty Victoria F. 1B 7 18/1172004
* | :
Record: ] ¢ [ 1 b M[Pk|oFs
‘ U
Other queries \
e You can always change the query for ¢ Uncheck the check-box for the fields
other information. i MemberID, Sex and Date Subscribed so
¢ Find out: E that we have information on Name, Age,
Who are still using dial-up connection? ! Connection and Usage only.
o Select internetusage Query - girls use i o Save the query as dial-upusers.
>3h and click == : ' o Click L*lto run the query.
e Delete the criteria in the columns Sex i . ‘
and Usage. : o dial-upusers : Select Query [ JBJ[X]
: ame Age | Connection | Usage
o Type D in the column Connection in the e e :
row for Criteria. Vo FlMaypeter gD Ty
Bor
; Record: 14| ¢ I—T > DLk of“é
Queries exercises \
e Create a new query using the Query : e Change the broadbandusers query to find
Wizard to search for information on: out who used Broadband before the year
o The Broadband users; save the ! 2005; save the query with a suitable
query as broadbandusers. t hame.
o Boys who are more than 15 years i (Hint: type <#01/01/2005# in the column
old and used the Internet for more Date Subscribed for Criteria)
than 5 hours; save your query as : e Modify the boys>15yrs>5h query to find
boys>15yrs>5h. out girls who are more than 16 years old
o Users who are less than 14 years i and use the Internet for more than 4
old; save your query as hours; save the query with a suitable
' name.
oungusers. .
young . o Modify the youngusers query to find out
who use the Internet for more than 7
! hours per day; save the query as
@ heavyusers. _ o




/ 4.5 Exporting information\/ Learning Objective: 6

Export to MS Excel \

¢ Open the query dial-upusers from the
previous exercise.

e Click L &wot.. ]

o Select the folder you intend to save the
exported information in.

e Check the option ¥ 2

e Change the Save as type to
,Mlcrosuft Excel 97-2002 (*.xls) :_j

Click Export all i".

Export Query dial-upusers’ To...

T3 MetalMan
{8transp_graph.xls
1

_vJ o @@ X £ B - Todsv

|

History E

=
MyDocuments ’
=]
\ Favorites

| My Network
Places

¥ Save formatted]

|dia|-upusevs v
™ Aytostart

File name: Export

Save as type: lMicrosuﬂ Excel 97-2002 (*.xls) Cancel

Graph in MS Excel

B Microsoft Excel

e Load

e Open the file dial- upusers xls.

e Plot a column chart on Dial-up Users by
Usage with:

o Charttitle: Dial-up Users

o Category (X-axis): Names

o Value (Y-axis): Usage Per Day in
Hours.

¢ Remove the legend.

e Place the graph under the data table.
¢ Draw another graph Users by Age.

e Use a suitable title and labels.

o Place the graph below the first graph.

&2 Microsoft Excel - dial-upusers.xls

,,,,,,, A B ¢ . b E I F_ .6 .7
RN Name 8 | Connection | Usage -
2 Wiliam Tea 15.D 25

3 Mohd. Aziz 17D . 1
_|Mary Peter 180 4

.5 iSiti Noraliza 150 . 5

B Limalawati Hassan 16D 2

_7 Bumface David 16D t

107 Dlal-up Users

11

Usage Per Day in Hours
o~ PWwesO®

William Mohd.  Mary Peter Siti Limalawati Boniface
Teo Aziz Noraliza ~ Hassan David
Names
i<« » WA\ Dial-up. users/ Vel i

Export to MS Word \

e Change the broadbandusers query
so that it shows only Broadband
users who are less than 15 years
old.

o Save the query as bb_below15yrs.

e Click ot .
e Select the folder you intend to save
the exported information in.

e Change the Save as type to
Rich Text Format (%1t

e Click L. Exportal |-

e Load MS Word.

e To open the file, you need to change the

Rich Text Format (* rtf)

-]

Files of type: to

e You can save it again in the

“Word Document ¥ format.

'Name = | Sex. LAge j
Phua Chu Meng M
Elizabeth Goh  F 13
Fatimah Al F 12
Bruce Lee M 17
Jong AhLai M 14
Betty Victoria F 15
Henry Joseph M 16
Anthony Yap M 12
Lai Fatt Cai M 15:;’ J




—/ 4.6 Data security \/ Learning Objective: 5

Data back-up \

e To prevent loss of data, you must always ﬁ
save back-up copies of the database. For very important
e You can use the same filename or a new data back-up, like
filename. those from the bank,
o Save the file in other storage devices like the back-up files are
USB thumb or pen drive, CD or any other even keptin a
suitable devices. separate building zfo
e The back-up files must not be stored in prevent data loss in

the same room as the original data files. ~ \ case of fire!

Database password o \

e Passwords can be used to prevent
unauthorised persons from reading the data.

e Before you can apply a database password,
the database must be opened exclusively. Open Read-Only

Open

¢ Select internetusage.mdb from the folder. Open Exclusive j
“u [
e C(Click the right side of @& Open | Open Exclusive Read-Only
e Select ‘ Open Exclusive 4]
e C(Click . Set Database Password
e C(Click 4 Securiky d ‘ L Password: ‘
e Click ‘ Set Database Password. .. j } i
. ) Cancel 1
e Type a password of your own choice. Verify:
e Retype the exact password to verify. !

o Click lw2X 1.

User and Group Permissions \

e Click [ Iods ]

P’ C|iCk‘ Security » ‘

i . "
e C(Click @ User and Group Permissions. .. J
& Groups

For the final assessment, \
students are NOT required to
show their IT skills in setting
passwords or permissions.
However, they are required to
mention at least one security
measure to prove that they are

aware of data security. J

e Select the option

e You can then set permissions for
different users to access or perform
different tasks to the table or
queries.




Module 5
Control for a Purpose

Learning Objectives

Student is able to: Pas§/
Merit
1 | Design a control system P

2 | Build a sequence of events to activate P
multiple devices concurrently

3 | Correct and improve procedures M

4 | Evaluate the system, identifying M
limitations




ﬁntrol devices
Control devices

o Examples of control devices:

O O OO0 0O

fire alarm

traffic light
greenhouse
car-park barriers
burglar alarm

fridge-cooling system.

L

Learning Objective: Introduction

AN

\

¢ Name 2 more common control systems
or control devices:

Inputs and outputs

¢ Each control device is set to receive
inputs directly or through sensors.

e The device will then process according
to the inputs and the conditions set.

e The reaction is then reflected in the
outputs.

\

e

e Examples of inputs: microphones,

switches, sensors that detect changes, TV
aerials, sound detectors and light
detectors.

e Examples of processors: amplifiers,

decision-making circuits, counters, timers.

o Examples of outputs: light bulbs, LEDs,

loudspeakers, motors.

O

Identifying the devices

¢ |dentify the input, processor and output
devices of each system below (the first
one is given as an example):

Fire alarm

* [Input: heat sensor
= Processor: decision-making circuit
= Qutput: sound (loudspeaker)

Traffic light

» Input:

= Processor:
* Qutput:
Greenhouse

= Input:

= Processor:
=  OQutput:
Car-park barriers
* [Input:

= Processor:
=  Output:

\

o Burglar alarm

* Input:
» Processor:
= Qutput:
o Fridge-cooling system
= |Input:
= - Processor:
=  OQutput:

¢ Fill in the two control-device or
control-system examples that you

gave above:
(@]
* Input:
* Processor:
= Output:
O
* Input:

=  Processor:
=  OQutput:




/5.2 Flow charts

What are flow charts?\

e

\/ Learning Objective: Introduction

A process or work procedure can be
illustrated by using flow charts or
graphical representations.

Each step in a process is represented by
a symbolic shape.

The flow of the process is indicated by
arrows connecting the symbols.

Flow charts are useful for displaying how
a process functions or could ideally

e Flow charts can help you see whether

the steps of a process are logical.

e They can be used to uncover

problems or miscommunications and
to develop a common base of
knowledge about a process.

¢ Flow-charting a process helps to avoid

redundancies, delays, dead ends and
indirect paths that would otherwise
remain unnoticed or ignored.

Basic symbols

function.

An oval indicates both the starting
point and the ending point of the
process.

Box

A box represents an individual
step or activity in the process.

—  Flowline

This indicates the direction flow of
the process.

Box

A box with 2 side margins represents
a subroutine.

O Circle

e A circle indicates that a particular step
is connected within the page. A
numerical value placed in the circle
indicates the sequence continuation.

Diamond

¢ A diamond shows a decision point, such

as yes/no or go/no-go. Each path
emerging from the diamond must be

labelled with one of the possible answers

A rhombus shows input or output
devices.

Examples of flow charts \

Process

Process

Process

Process

Process




53 Creating a working module\/Tearning Objective: 1

Design \

e Collect evidence at each stage.
e Well-planned modules make it easier

o Design is the first of the 5 criteria for
success in creating working module:

o design to test, change and evaluate the
o create : system.
o test
o change g Failing to plan is
o evaluate. E planning to fail!
¢ Identify the function of the system, the

inputs and the outputs.

Zebra-crossing system X

¢ Basically the system works as below:
o The system turns on the light for the pedestrian to cross.
o The light stays on for a few seconds.
o The system turns off the light.

¢ The following shows the planning for creating the system.

Description of the event in ordinary words | Control words | Flow-chart symbol

Begin the system.\ Start

. Turn on
Turn on the light. Output 1 -

Let the light stay on for 5 seconds. Delay 5 Process

. Turn off
Turn off the light. Output 1 m
Stop the system. Stop

Flow chart \

e Draw the flow chart.

e The flow chart shown is only an example.

¢ Test the flow chart with appropriate simulation
software such as Flowol or Learn & Go. Output 1

e You can draw the flow chart easily using the
features and functions that come with these Delay 5
types of software.

o Software with special mimics makes the Tumn off
simulation more interesting. Output 1

e Save your work as zebral.




. / 5.4 Looping

\/Tearning Objective: 1

Looping and blinking \

The previous system stops until it is activated
again.

We can make the system blink by adding
another delay and repeating the process.

After the system is switched on, it will
immediately trigger the light.

The first delay will determine the duration for
the light to stay on.

The light is then turned off.

The next delay will then determine the duration
for the light to stay off.

The loop — the line that leads the way back to
the starting point — will repeat the whole system
from the beginning.

Make changes to your first flow chart.

Test the new system again.

Save your work as zebra2.

Start :'

—4
Turn on
Output 1

Delay 2

Turn off
Output1

k.

Delay 2

The lighthouse

N\

The blinking effect can be applied to a lighthouse.

Simultaneously, the lighthouse can also give a second output: the buzzer.

| Description of the event in ordinary words

Flow-chart symbol

Control words

Begin the system. K Start
’ Turn on
Turn on the light and the buzzer. Output 1 and m
- Output 2
| 4
Let ‘fcvtlg,llght and buzzer stay on for 5 Delay 5 Process
| seconds.
il
Turn off
Turn off the light and the buzzer. Output 1 and m
Output 2
Let the light stay on for 5 seconds. Delay 5 Process
(Lead the arrow
Repeat the system. Loop back to the first

Input/Output boxLl

R MNrAantral fAr a Disrnnean



¥

5.5 Input switch / Lesing Ot

Multiple inputs and outputs \ Input and decision \

Construct the flow chart.

Some simulation software allows more
than 2 inputs or outputs to be listed in
the same symbol. (Check the manual
for your software.)

The inputs or outputs will be executed
at the same time.

Test your system.

Save your work as lighthousel.

Lighthouse

'_ |
g @@
Delay 5 4
YES I
+ 4— MO
y
T‘ o= Turmn on >
um L 4
,_’Outpunandz Ouiput 3
h
Delay 5 || Tumn off
Qutput 3

The brightness (sun/moon) can be used
as an input for deciding whether the
internal light of the lighthouse needs to
be switched on or not.

If it is bright (sun), the decision will lead
to switching the output (internal light) off.
If it is dim (moon), the decision will lead
to switching the output (internal light) on.
Test your system.

Save your work as lighthouse?2.

B

rt

Traffic lights

\

At the start, the red light is switched on
and stays on for 5 seconds.

The green light is then switched on at
the same time as the red light is
switched off. The light stays on for
another 5 seconds.

The green light is then switched off
while the yellow light is switched on
simultaneously.

The yellow light is allowed to stay on

contents of the table on the next page.

OO

OC

O
O

for 3 seconds before it is switched off Red Green Yellow Red
while the red light is switched on. The =STOP =GO = READY =STOP
process is then repeated. TO STOP

e Based on the description above,
construct the flow chart based on the Output Output Output Output

1 2 31

P WP B SRR W

e e - T



_ /5.6 Double sets of traffic Iightw Learning Objective: 2 x

Traffic lights

o Make a flow chart of the system indicated by the table.

| Description of the event in ordinary words | Control words | Flow-chart symbol
Begin the system. Start
Turn on the red light FTurn on
gnt. Output 1
|
T
Let the red light stay on for 5 seconds. Delay 5 ' Process
|
1 Turn off
Turn off the red light and turn on the green Output 1 and
light. turn on
Output 2
—
Let the light stay on for 5 seconds. Delay 5 Process
N Turn off
Turn off the green light and turn on the yellow | Output 2 and
light. turn on
Output 3
Let the light stay on for 3 seconds. Delay 3 Process
|
r (Lead the arrow
Repeat the system. Loop back to the first
J Input/Output box)

Flow chart x

¢ Use the simulation software to draw
your flow chart.
¢ Print the flow chart and glue it in the
space on the right.
e Test the system with your software,
observe the limitations and compare-it
- with a real-life situation. (Note: the
- suggested system may be different from
- the system in your country. You are free
to make the necessary changes.)

e Save your work as trafficl.

Glue your
printed flow
chart here!

R rAantral far a Dinrnnea



-/

/ Learning Objective: 2

Traffic lights at crossroads\

Two different sets of traffic lights are needed at
the crossroads junction.
The two sets of traffic lights must work with
reference to each other.

Output Description Function
Output 1 Red 1 Stop
Output 2 Green 1 Go
Output 3 Yellow 1 Wait
‘QOutput 4 Red 2 Stop
‘Output 5 Green 2 Go

" Output 6 Yellow 2 Wait
Flow chart

Complete the following table for creating the flow chart of a set of traffic lights.

Description of the event in ordinary words

Control words

Flow-chart symbol

Begin the system. Start
Turn on the red light of set A. | Tum on
Output 1 and
Turn on the green light of set B. Output 5
Let the red light stay on for 5 seconds. Delay 5 Process

Turn off the green light and turn on the yellow
light of set B.

The red light of set A should stay on.

Let the light stay on for 3 seconds. Process
Turn ?ff the yellow light and turn
light of set
Turn on the light of set A.
Let the light stay on for 5 seconds. Process

Turn off the light and turn on the
light of set .

The red light of set should stay on.




) / / Learning Objective: 2 \

Flow chart (continued) \

¢ Continue to complete the following table for creating the flow chart of a set of traffic lights.

Description of the event in ordinary words | Control words | Flow-chart symbol
Let the light stay on for 3 seconds. Delay 3
Turn off yellow light and turn ' Turn off
light of set _ Output 3. Turn
. on Output 1
Turn on the light of set B. and Output 6.
Repeat the system. Loop

e Save your work as traffic2.
e Test your system with simulation software.

Evaluation \

o Compare the system with a real-life system and discuss what possible changes you
should make to improve the system.
(Hints: 1. Compare the time delay of the system with the real-life system. Is the time
delay long enough in terms of safety?
2. In the system, the light turns green immediately after the red light is turned
off. Is this safe? If not, what can be done about it?
3. What limitations are there in this system? What will happen if there is a
power failure?
4. What will happen if one or more of the bulbs burn out?)

e Save your flow chart as traffic3.
e Re-test your flow chart using the software and make any further changes needed.




5.7 Using subroutines

/Learning Objective: 2

Pedestrian crossing \

e The pedestrian-crossing system will be activated
when it receives input from the pedestrian who

wishes to cross the road.

e Here is a list of the input and outputs that are used:

[input | Description |
‘ I‘nput 1 Signal from pedestrlan
Output | Description
Output 1 | Red light — stops vehlcles
Output 2 | Yellow light — warns vehicles to get
ready to stop
Output 3 | Green light — safe for vehicles to
continue
Output 4 | Red light — stops pedestrian from
crossing
Output 5 | Green light — pedestrian safe to cross

Output 4

Output 5

Subroutines

N

The system may need a long flow chart.

e Name the subroutine Sub 1(stop).

You can always break down the flow chart into subroutines.
You can then command them from a main routine.

Some software may need to create the subroutine first.

A subroutine starts with Sub. You can then give it a name.

Use the table below to plan for a subroutine to stop the vehicle.

Description of the event in ordinary words

Control words

Flow-chart symbol

Begin the subroutine.

Sub

(sub 1(stop) )

Switch off the green light 3 and switch on the
warning yellow light 2 for vehicles.

Turn off Output 3.
Turn on Output 2.

Allow the light to stay on for 2 seconds. Delay 2 Process
Switch off the yellow light 2 and the red stop Turn off Outputs 2

light 4; switch on the green light 5 (for the and 4.

pedestrian crossing) and the red light 1(to Turn on Outputs 5

stop the vehicles). and 1.

Allow the Iighyts to stay on for 8 seconds. Delay 8 Process

Switch off the green light 5 and the red light 1.

Turn off Outputs 5
and 1.

Input
Output

Stop the subroutine.

Stop

C Stop )




/5.8 Subroutines

V Learning Objective: 2

AN

Subroutine 2

¢ We need another subroutine to flash the green light for the pedestrian as a warning that

time is running out.

¢ Theidea is just to switch the green light on and off.
e Use the table below to plan for the flashing subroutine to warn the pedestrian.

e Name the subroutine Sub 2(flash).

Description of the event in ordinary words

Control words

Flow-chart symbol

Begin the subroutine.

Sub

Sub 2(flash)

Switch on the green light 5 to allow the
pedestrian to cross and the red light 1 to stop
vehicles.

Turn on Output 1
and Output 5

Allow the lights to stay on for 5 seconds.

Delay 5

Process

Switch off the green light 5.

Turn off Output 5

Allow a time lapse of 5 seconds. Delay 5 Process
Stop the subroutine. Stop m

o To flash the light, repeat this subroutine a few times.

The main routine \

¢ You will need a main routine to command the subroutines.
e Use the table below to plan for the main routine. -

¢ Name the main routine as main.

Description of the event in ordinary words

Control words

Flow-chart symbol

Begin the main routine.

|-

Start

( Start j

Switch on the red light 4 to stop the
pedestrian crossing and the green light 3 to
allow vehicles to continue.

Turn on Output 1
and Output 4

A

light.

Decision: is Input 1 on? Decision

If Input 1 is not on, loop back. Loop

If Input 1 is on, activate Sub 1(stop). Sub Sub
Activate Sub 2(flash) five times to flash the Sub x5 Sub

Switch off the red light.

Turn off Output 1

Loop back to check the input.

Loop

«E




" \ / Learning Objective: 4 \
e

Testing and evaluation \

Test-run the system with simulation software. You may need to change the name of the
output or input to suit the simulation test.

Compare the system with a real-life system and discuss what possible changes you
should make to improve the system.

Hints: 1. Compare the time delay of the system with the real-life system. Is the time
delay long enough in terms of safety?

What are the limitations of the system?

What possible problems could be encountered with the system?

What further safety precautions could be taken?

Make sensible suggestions to improve the system.

RN

Save your flow chart as traffic4.

Re-test your flow chart using the software and make any further changes needed. List
any changes that you make in the space below.




J 5.9 Using a motor output\/ Learning Objective: 3

Level-crossing barrier

e When the train is crossing, the barrier is
lowered to close the road to prevent
vehicles from crossing.
e When the train has passed, the barrier is
lifted up to allow vehicles to cross again.
e The system is similar to a traffic-light
system. However, a barrier, controlled by $
a motor, is used as an additional
safeguard.

The subroutine

e The following are the input and output devices.

Input Description |
Input 1 Device detecting approaching train |
Input 2 Device detecting train that has crossed \
Output Description B
Output 1 The motor controlling the level |
Output 2 Red light stopping train from crossing ]

| Output 3 Green light allowing train to cross ]

| Output 4 Red light stopping vehicles from crossing

| Output 5 Green light allowing vehicles to cross

e First créate the subroutines to control the barrier motor. -

Description of the event in ordinary words | Control words | Flow-chart symbol |
Begin the subroutine. Sub CSub 1(closeD
rTurn the motor on. Turn motor forward D
Allow 5 seconds’ time lapse. J Delay 5
LTurn the motor off. Turn motor off E 1
Stop the subroutine. Stop T
Description of the event in ordinary words | Control words Flow-chart symbol
Begin the subroutine. Sub @ |
Turn the motor on (reverse). Turn motor reverse \ E
Allow 5 seconds’ time lapse. Delay 5 j
Turn the motor off. hTurn motor off ( E
Stop the subroutine. Stop J @A




I / Learning Objective: 3
The main routine \

o Now construct the main routine to command (s )
the subroutines. ]

e Test the system with simulation software.

¢ You may have to adjust the input and output
labels to suit the software.

e Save your work as lvcrossl.

e Create subroutines to control the traffic flow
on the road.

e You can flash the green light (Output 5) to
give warning.

e Save your new work as lvcross2.

Sub 2 (open) [———

Evaluation \

Compare the system with a real-life situation.

Can the system really work?

Is it really safe?

Consider what will happen if there is a power failure.

What will happen if the motor is malfunctioning?

Will all the drivers or road users follow the signals as they should?

What will happen if they don’t?

With the modern technology used in building roads, is there a better substitute for the
system?

¢ Would a flyover work better?

Analogue sensors \ ‘Val’ means
‘variable’.

e Temperature and brightness are two important
variable inputs for controlling certain utilities in
a house. ( sat )

e For example, when the temperature drops
below a pre-set level, the electric fire is set to
switch on automatically. It is set to switch off
automatically when the temperature rises
above the pre-set level again.

¢ Different simulation software packages use
different pictures to symbolise the temperature
control.

¢ Some temperature controls can be stepped up
or down by 5 or 10 degrees.

. Val 1 Output 1
¢ Try a similar flow chart on your software and P
save your work as firel. ‘

F 3

N0 ~Tsval1<30°CH

Turh on
Output 1

psep




/ Learning Objective: 3 \

Ventilation control \

Temperature varies and affects the use of ventilation.
Create a similar flow chart to control the ventilation fan,
using the temperature as variable inputs.

Save your work as fanl.

A

/

Input Description

Qv

Val 1 Temperature control

Output Description Val 1 Output 2

Output 2 | Ventilation fan

Certain software packages allow two or more main
systems to run at the same time.

Since the electric heater and the ventilation fan both
use the variable temperature as input, using the same
variable input name allows the two systems to be tested
simultaneously.

Brightness input \

Brightness is always a factor when considering
whether to open the blinds at the windows or switch

on the lights in the room.

This system is similar to the system for controlling

the ventilation fan and electric heater. e S
Use the following list of input and outputs to create EE_\"‘:
the system and save it as brightness. o
Input Description R e l
Val 2 Brightness control (the sun) e ﬁ
Output Description Output 4

Output3 | Lamp and Motor b Output 3
Output 4 | Electric blinds

Val 2

While the lamp is a simple on-and-off system, the electric blinds require a motor to open
and close (reverse) them.

Construct two subroutines, one to turn on the motor and the other one to close (reverse)
the motor.

Construct another main routine to command the 2 subroutines.
Test the systems and compare them with real-life situations.
What are the limitations of the systems?

...........................................................................................................................................




5.10 Greenhouse / Learning Objective: 3

m;enhouse \

o A greenhouse allows you to grow fresh vegetables, flowers and herbs all year round.
The temperature, brightness and humidity need to be controlled properly.

' | « Certain herbs cultivated in a greenhouse require the temperature to be kept above 30°C
and below 50°C. A heat sensor, a heater and a ventilation window control the

£ temperature in the greenhouse.

e Here is a list of the input and outputs that are used:

input Description |

Val 1 Heat sensor (thermometer) |
| Output Description ]

Qutput 1 Heater

Output 2 | Ventilation window

Temperature-control syste;\
J

¢ Use the table below to plan a simple temperature-control system for the greenhouse.

Description of the event in ordinary words Eontrol words | Flow-chart symbol
]

Begin the system. Start
Check the lowest temperature limit. Is Val<30°C?
a
If the temperature <30°C, turn on the heater. Yes
If the temperature >30°C, turn off the heater. No
_— >

Repeat the checking of lowest temperature limit. | Loop

u)escription of the event in ordinary words LControl words IFlow-chart symboﬂ

Begin the system. T Start ( Start )

LCheck the upper temperature limit. Is Val>50°C?

Yes

L |

e Construct the flow charts for the system using appropriate software.
e Save your flow charts as greenhousel.

5
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/ \/ Learning Objective: 4 \

Testing \

e Test your flow chart using the simulation software.
e As you increase or decrease the temperature, describe what happens:

(i) when the temperature is below 30°C ..........ccccevvieiviiieceenen. e

¢ Make changes to resolve the problems that you have encountered above.
e Save your new flow chart as greenhouse?2.

o Compare the system that you have designed with a real system. What are the limitations
and possible problems that you may encounter?

AO sk § £ ™~



{!/ 5.11 Using variables Z Learning Objective: 3

Variables X

We can use a letter to represent a value that is not fixed and that keeps changing.

We call the letter a variable.

A variable can be added or subtracted.

For example:

Letn=1

Letn=n+1

Letn=n-1

e We can use the variable to create a counter to count the number of cars entering or
leaving a car park.

¢ In this way, we can inform car drivers when the car park is full.

¢ A car-park controlling system adds the number of cars to the counter as it allows them to
enter; it subtracts the number of cars from the counter as it allows them to leave. When
the number of cars entering the car park has reached its maximum capacity, a “Car Park
Full” sign is lit and no more cars are allowed to enter.

¢ Here is a list of the input and output devices that are used:

Input Description

input 1 Detects an incoming car

Input 2 Detects the incoming car passing the barrier
Input 3 Detects an outgoing car

Input 4 Detects the outgoing car passing the barrier

Output Description

Output 1 Barrier controls incoming cars
Output 2 | Barrier controls outgoing cars |
Output 3 | “Car Park Full” sign |

¢ Complete the table below and use it to plan one subroutine to control incoming cars.

Description of the event in ordinary words Control words | Flow-chart symbol

Begin the system. Start
Turn on

Open the barrier. Output 1
(Motor a)

Delay for 2 seconds. Delay 2
Turn off

Turn off the motor. Output 1
(Motor a)

End the system. Stop

L

¢ Design a similar subroutine for opening the barrier for an outgoing car.

A nnbond Fmuv A Disvrnnnn 10



. / / Learning Objective: 3

Counter \

e Complete the table below and use it to plan one subroutine to close the barrier after an
incoming car and to add 1 to the counter.

Description of the event in ordinary words Control words | Flow-chart symbol
Begin the system. Start
Reverse
Close the barrier. Output 1
(Motor a)
Delay for 2 seconds. Delay 2
Turn off
Turn off the motor. Output 1
(Motor a)
Add 1 to the counter. Let n=n+1
End the system. Stop

e Design a similar subroutine for closing the barrier for an outgoing car and to subtract 1
from the counter.

“Car Park Full” sign \

o Complete the table below and use it to plan one main routine to check the number of
incoming cars and to light the “Car Park Full” sign when the number of inconiing cars
reaches 4. (For testing purposes, the number suggested is small.)

Description of the event in ordinary words Control words | Flow-chart symbol
Begin the system. Start

Is the counter greater than 47? Isn>47

If the counter is greater than 4, light the “Car Turn on

Park Full” sign. Output 3

If the counter is less than 4, turn off the “Car Park | Turn off
Full” sign. Output 3

End the system. Stop

e Save your work as barrierl.




g f \ Z Learning Objective: 3 \

Car park main routine\

« Complete the following table and use it to plan for the main routine to command the 2
subroutines that control the barrier for incoming cars.

Description of the event in ordinary words | Control words | Flow-chart symbol |

Begin the system.

Is there a car coming in? Is Input 1 on?

Yes: command the subroutine to open the
barrier.

No: loop back to wait for input.

Has the car passed the barrier? Is Input 2 on?

—
Yes: command the subroutine to close the
barrier.

N

No: loop to wait for the car to pass.
L

J ¢ Design a similar main routine to command the other two subroutines to control the
outgoing cars.
e Save your flow charts as barrier?2.

Testing and evaluati%

e Test the whole system using the simulation software.
In the simulation software that you are using to test the system, how do you simulate the
incoming car?

¢ |s there a counter to show the number of cars going in and out? If not, how would you
know that when the “Car Park Full” sign is lit, the number of cars counted by the counter
is the actual maximum limit specified?

P ndvnd bnw n Dirernnen 21



\/ Learning Objéctive: 4

—

Identify limitations \

In the design, the barrier is still open when the “Car Park Full” sign is lit. Improve the
system so that when the car park is full, the barrier will not open even if Input 1 is on.
Add a sound effect to alert the incoming cars that the car park is full when the Input 1
detects there is an incoming car.

Save your improved flow chart as barrier3.

Compare the system with a real-life situation. What are the limitations of the system that
you have just designed?

You can also write about the problems that may be faced in real life. For example, when
there is:

o a power failure (the system has no manual mechanism)

o a mechanical breakdown or malfunction of a barrier

o ahuman error, etc.




Module 6

Website Design for a Purpose

Learning Objectives

Student is able to: Pasg/
Merit
1 | Create a series of connected web P
pages
2 | Include links P
3 | Insert images P
4 | Demonstrate user awareness M
5 | Recognise HTML code M




6 1 Designing a websiN Learning Objective: Introduction \

What is HTML? \\
¢ HTML stands for Hypertext Markup
Language. For beginners, it would\
be a lot easier to design

e An HTML file is a text file containing small
markup tags.

o The markup tags tell the Web browser how
to display the page.

¢ An HTML file must have an htm or html file
extension.

your first website with the
aid of a web-page editor.

So for our exercises, we
will be using Microsoft

FrontPage to start our

e An HTML file can be created using a i '
first web project. /

simple text editor like Notepad on
Windows.

e You can easily edit HTML files using a
Webpage editor such as Microsoft
FrontPage, instead of writing your markup
tags in a plain-text file.

Good website design \

¢ To become a good website designer, you will have to be aware of the needs of your
audiences:

o Font type, size and colour should be readable and should not strain your audience’s
eyes

o Hyperlinks, hotspots and navigation menu should be working and valid

o Images should not take too long to download, so always check the size of the image
file you are planning to use

o Consistent layout design and style in all your web pages.

¢ List down what you like and don't like about the
design of any website you have visited recently:

Print out that
................................................................ Web page and
glue it here!




/ 62 MiCI'OSOft FrontPage / Learning Objective: Introduction X

Opening FrontPage \

e To run Microsoft FrontPage, do the ,
following: If FrontPage has been used to edit

another website, it will open the last

website automatically.

To close a website: go to

click Cl_ljSE'WEb .

o On the Windows taskbar,
/4 start

File and

click

point to All Programs %

and then click Microsoft FrontPage

o If this is the first time you've
used FrontPage, the program
opens and displays a blank
page ready for editing.

Workspace overview \

¢ The following table and graphic highlight some of the commonly used features in

FrontPage.
Item - | Description ’ »
Views bar The icons on the Views bar provide different ways of looking at the information on
your page or in your website.

Menu bar Contains menus such as File, Edit, View and Insert.

Close Page button | This button closes the page that is currently on view.

Page View panes | These represent the different panes of the workspace. The Normal pane is where
you will do most of your work. The HTML pane shows the page’s source code.
The Preview pane shows how the page will appear in the web browser.

Standard, These provide easy access to the commands you will use most often in
Formatting and FrontPage.
Pictures toolbars

'l.lofu[l FronmPage o
dt yew Inert Format Toos Toble Frpmes yndow
-8 D ARy 8T

* tdefout for) - tomal

Menu bar Standard toolbar

Formatting toolbar

Views bar Close Page button

Page View panes

Pictures toolbar

¥
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/‘//’673 Creating web pages \Z Learning Objective: 1 \

Creating a homepage\

o On the blank page in Page View, type

BORNEO and then tap
o Next, type the paragraph below:

Borneo is a large island in South East Asia that

comprises the sultanate of Brunei, Indonesia and

Malaysia. The tiny nation of Brunei is wedged
between two Malaysian states. The Indonesian
part of Borneo consists of the southern two-

thirds of the island's area and is divided info the
four provinces of West, Central, South and East

Kalimantan. The Malaysian part comprises the
northern coast and is divided into the states of

4 twice.

Sabah and Sarawak.

¢ Your page should now look like this:

& Microsoft FrontPage

{defaudt font)

newoge thm ..

BORNEO*

divided into the states of Sabah and Surawak {

Bomeo is a large island in South East Asia that comprises the suitanate of Brunei, Indonesia and
Malaysia. The tiny nation of Brunei is wedged between two Malaysian states. The Indonesizn part of
Bormeo consists of the southem two-thirds of the island’s area and is divided info the four provinces of
West, Central, South and East Kalimantan The Malaysian part comprises the northem coast and is

Saving the current page \

In e click Savess...,

In the Save As dialog box, use the drop-
down box to select your folder.
Next to Page ﬁﬂe:»Nfew.Pa’ge‘l', click Ehange...

In the Set Page Title box, type Borneo
oK

and then click L .
In ﬁlegama}new_page_l '] change the

suggested text to Borneo, and then click
Save _ ‘

[£2) My Documents

& [

Set Page Title

The tile of the page is displayed in the fitle bar of the
brawser.

[ ] o ||

Previewing the current pag%

Click {Preview_/ at the bottom of the page.
Looking at your page in the Preview
pane is a quick and convenient way to
see how certain elements will appear in
a Web browser.

Click at the bottom of the page
to return to the Normal pane once again.

! Microsoft FrontPage

BORNEO

divided into the states of Sabzh and Sarawak.

I\ /11

Bomeo is a large istand in South East Asia that comymrses the subtanate of Brunei, Indonesia and
Mataysia The tiny nation of Branei is wedged between two Malaysian states. The Indonesian part of
Bomeo copsists of the southern two-thirds of the islmd's area and is divided imo the foor provinces of
‘West, Central, South and East Kafimantan The Malaysian part comprises the northem coast and is

AL 4.
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. / / Learning Objective: 1 \

Adding a new page \

. [jv e Save this page as:
© Click = Page title — Geograph
¢ On the blank page in Normal view, type © .g_e ltie — Geography
[T o Filename — Geography
GEOGRAPHY and then tap ¢ Your page should now look like this:
twice.

= Microsoft I'rontPage

e Next, type the paragraph below:

Borneo is the third largest island in the world,
surrounded by the South China Sea to the north
and north-west, the Sulu Sea to the north-east,
the Celebes Sea and the Makassar Strait to the
east, and the Java Sea and Karimata Strait to the
south. Tt has an area of 743,330 km?® (287,000
square miles), and is located at the centre of the
Malay Archipelago and Indonesia. Borneo is
considered to be part of the geographic region of
South East Asia.

4 | Bomeoss the third bgest iskand in the world. surrounded by the South China Sea 1o the porth and

north-west, the Suha Sea to the porth-east, the Celebes Sea and the Makassor Strait to the east, and the
]| Java Sea and Kagimata Strait to the souh. 1t has m area of 743,330 km2 (287,000 square mes), and
2| s locaed at the cenre of the Malay archipelago and Indonesia Bomeo s considered to be part of the
geographic region of South East Asia ¢

Adding another page \

¢ Open the Word document file
Government and Administration.

&l Government and Administration - Microsoft Word

« Select all the content and click 2.
e Go back tb_ErgntPage and click &~

e Then click E
e Save this page as:
o Page title — Government and
Administration
‘o Filename — Government and
Administration.
e Your page should now look like this:

X Microsoft FrontPage

Vews nese_pape_1htm x

=

x| The Indonesian provinces

ps

GOVERNMENT AND ADMINISTRATIONT Central Kakmanron (K 2Enantom Tengah), south of Kafmantan, with the capital Palangkarava®
-« East Kafmenton (Kafimentan Timar), north-east of Kakmantm, with the capital Samarinda®
Bomeo is divided poltically o I South Kabmanan (Kakimantan Selatan), south-east of Kakmemtzm, with the capital Banjarmasin®.
- West Kafmontan (Kafmantan Barat), west of Kalimantan, with the capital Pootianak®
The independent suanate of Brenei Daressalan (with the capital Bander Seri Begarran), contisting of fvipata «
four districes” : L

Sabah, ih the capital Kota Kinabalt®
Sararvak, with the capital Kmﬂ' 3




\ / Learning Objective: 1

AN

Adding the final page\

Open the Word document file People
and Culture.

Select and copy all the content in the

document, then paste on to a new page

in FrontPage.

Save this page as:

o Page title — People and Culture
o Filename — People and Culture.

1
1
1
1
1
1
]
]
1
1
I
1
]
]
1
1
'
1
!
1
1
t
]
1
i
I
1
1
]
1
I
I
t

e Your page should now look like this:

FEOPLE AND CULTURE®

BRONEN

Brneiis n madicuburd country s may défereat cttwic groups.t

Brune’s inefigenons comamunides inclode Malny, i\lﬂl\nmmwmm}ju
Otber ixigeoons provps are Chinese and otber races 0ok pecibe

KALTMANTANY

Viewing web pages

\

e To view your Web pages on the web . -
‘A about:blank - Microsoft Internel Explorer El@]@
browser Internet Explorer, do the o Y 2
following:
o On the Windows taskbar,
I g
: 4 start
click il ,
. 3
point 0
and then click # Internet EZ:-::|:||DrEr
Or
o On the Desktop, look for the
icon @ and double-click on it.
° In FI|E Clle __pel'l Ctl'l"'o . Microsoft |nt£;rneévExplo;er
In the Open dialog box, click [ Bowee... ] 5 E
Geography
Browse through for your folder, select iR Blomemnent o dnriraion
our web page Borneo and click @
[ ] De’f“” \?(J Tpethe et s of  docurt e nd
In the Open dialog box, click L. i | St et
e View all the other web pages you have ’ i
created. Wy Camputer
" | Rie pame: ‘Bomec "»l [ open ]
My Newok _ Fies oftype: [HTML Pies ] Concsl |
E3 r
IEREE: e — === U 2 ’
2 537" Doty i e O 8y s ooy e e i s3] € Do 10 YeBrga owrm it S Paae i e S0
e ] . ] 5
A L e




/ 6.4 Creating hyperlinks / Learning Objective: 2

Adding links \

¢ Go back to your previous work Borneo.

& Microsoft FrontPege

e Atthe end of the last paragraph, tap o S e i
e e 5
. BORNEO®
GEOGRAPHY SR
GOVERNMENT AND ADMINISTRATION O LD e
e PEOPLE AND CULTURE. AT L e e

e Save your work.

Linking web pages \

« Select the text GEOGRAPHY.

¢ Click ‘_%;! on the Standard toolbar.
¢ In the Create Hyperlink dialog box, click

Q@

¢ Browse through your folder, select your web

T
nidedints e 10 of Sobolt d Serea €

GOVERNMENT AND ADMINISTRATIONS

|
— i
|

PEOPLE AND CULTLREY

page Geography and click bewe—c ],

e Save your work.

o Now preview the page by clicking { Freview /
at the bottom of the page.

¢ Click on the coloured and underlined text
GEOGRAPHY.

e It should bring you to the page you created
previously, titted Geography.

~E

EX-EENR

[T 2 Lowta Frtdadie s}

s i o i Sogth Eact A 3 < vlaests md
o . E"“‘"m n

Matz:sia The tiry e
Bameo consists of the southemn two-thirds of the istand's zrex mnd is dhvided into the foue provinces of
est, Ceatral, South £nd Ease Katinmuze, The Mabryeizn part ccxgprises the northers const aad is
divided ingo the scates of Sabeh tod Sarzwae.

Internal links \

e Click \ Nomal £ at the bottom of the page
to return to the Normal pane.

e Select the text GOVERNMENT AND
ADMINISTRATION.

e C(Click LQE;}
e Click EJ

¢ Browse through your folder, select your
web page Government and

Administration and click .

‘o Repeat the previous steps for the text
PEOPLE AND CULTURE and link it to
the page People and Culture.

e Save your work.




Linking to other websites \

/  Learning Objective: 2

Go back to your previous work Borneo.
At the end of the last text People and

Culture, tap | twice.

Type this sentence:

If you would like to know more about
Borneo, go to VisitBorneo.com.

Select the text VisitBorneo.com.

Click &,
In the Create Hyperlink dialog box,
type the following web address in

URL: b4 =] www.visitborneo.com.

click 2]

Save your work.

Now preview the page by clicking
i at the bottom of the page.
Click on the coloured and underlined
text VisitBorneo.com.

It should bring you to the page titled
VisitBorneo.com as shown below:

ViseBomen.com i  privately owoed, .»ﬁu:.-ty
independent; globe) Gomen portl,

nfarmaen buc neoes on Sabh i Soravick o

Malayzan Bome mmnun

part of Bormeo,

Bernea = Tama M&-;Mdlle ond junges, in

al parks and an sbundance

dx

X Microsoft FrontPage

Bomeo s a erge isand & in th of Brunes,

P By
Boroco comists ofthe soxthern Tro- i ol the s area and i iided i the fo provinces o
West, Cenrmal, South mnd Enst Knfimantsn. The Mabymuan pan comprises the northem coast mad i
Givided o the states of Ssbeh md Sarawak ©

GEQGRAPHY™
GOVERNMENT AND ADMINISTRATIONT
BEOPLE AND CULTUREY

1F 7o woudd B 10 knose meve 2boue Boreo, go o SIS v
\N—i,("“'xﬁhn—ll B

URL: Wt//vewet victbome com = @l Q@ 1 o
- QPO <= s oo oo onien .
| Bookmark [tnene] -] Imkm \Pubdn(m] _J_l

[k ] cmxe \ gam-nn..f Ste.. \

BORNEO

Bormeo is a large island in South East Asia that comprises the suktanate of Brunei, lodonesia and

divided into the states of Sabah and Serawak.
GEOGRAPHY

GOVERNMENT AND ADMINISTRATION
PEOPLE AND CULTURE

Tf you would Bke to know more 2bout Bemeo, go to VisitBorneo.com

External links \

Go back to your previous work Borneo,
by clicking *\_Nomal

In the paragraph, select the word Brunei
in the second sentence after the text
“The tiny nation of”.

2 |
Click L%;l
Type the following web address in

URL: fhtp:/d -~ www.tourismbrunei.com.

Cliok o1

Repeat the steps again for:

‘Word - | Link to

Kahmantan www.e-borneo.com/infoborneo/kal-

tourism.html
Sabah www.sabahtourism.com
Sarawak www.sarawaktourism.com

Save your work.

Malaysia The tiny nation of Brunei is wedged between two Malaysian stares. The Indonesian part of
Boraeo consists of the southern two-thirds of the island's area and is divided into the four provinces of
West, Central, South and East Kalimantan The Malaysian part comprises the northern coast and is




/ 6.5 Inserting images

/ Learning Objective: 3

AN

Inserting an image X

e Go back to your previous work Borneo in the
Normal view.

e Atthe end of the titte BORNEO, tap
e In It pointto Ptre * | and then click

’@ Erom File...
¢ Inthe Select File dialog box, use the drop-down box

to browse through your folder for the image file
Borneo map.

o Select the file and then click .

Resizing an image \

@ndard toolbar.

Sefect File

Look : |2 MetalMan

fores e i
"RiBrunei map i

[ Katmantan map

"=\ Sabah map
{"= saranakmap

File pame: lromeo map.
— —

A short cut to insert an
image is made available

by clicking E on the

o Select the Borneo map image.
On Format select Properb’_es... Alt+Enter

e Inthe Picture Properties dialog box, select Appearance |,

o |n Sz . check i~ Speciysize

o In Widh: {850 = change the number specified to 350.

e In Heiht: 678 = change the number specified to
365

e Clickl—o_]

¢ Your inserted image should now fit comfortably in
your web page.

Picture Properties

General l\Adeo | Appearance |

Picture source:

Bomen map.JPG| Browse... |- Egt..

TYPE - e e oo
cgE T @ e Quy B =

. Progressive pasaes: 8 33

C NG

Atemative R -
LowRes: | Browse...

Herizontal spacing:
Vatical spacing:

N
=

vidh: [30 = Heght: 369 =
@ inpiels & inpixels
€ inpercent € inperent
¥ Keep aspect rtio
[0k ] _comed |

Aligning the image \

e Select the Borneo map image again.

On the Formatting toolbar, click E:‘_
e The image should automatically align to
the left.

e Click —_, and the image is now right-
aligned.

il

e Click —_ again.

e Now click E, and the image is centred.

e mmr e, e ———, e, ——— ————— -

Save your work.
e Preview the page.
e Your web page should look like this:

o™ 2
BAGRAW RAAd FAUG PPOIAR LASEN B,




/ Learning Objective: 3

Auto thumbnail \

¢ Go back to your previous work Geography in the

Normal view.

% Microsoft Frontage

.
i
4

 twice.

e At the end of the paragraph, tap
e Type:

Bomeois the third largest island i the world, surrounded by the South Clina Sea to the sorth and
oorth-west, the thl Sea to the porth-cast, the Celebes Sea and the Makassar Strait to the cast, and the
Java Sea nd Kaimpmm Steait ta the south Tt hes on aren of 743,330 kan2 (287,000 square mies), aud
is located at the centre of the Mnlay arckipelaga and Indonesia. Bomeo i considered to be pert of the
geograptic region of Souch East Asia €

Map of Borneo

Map of Brunei

RV o WOR G BGIT B
.,w-nlnsixFi:tr:tl A-

Map of Kalimantan

Map of Sabah

Bormeo is the third Largost istand i the the Sowh China

porth-west. the S Sea t the oorth-eas, the Celebes Sea and the Mukmssar Sunitto uu!mLmdv.h
! Sea ond Kty Swst o e south. [1 s en aren o 733,530 kom (257,000 sque i), and
is bocated at the cegare of the ) d Todonesia. B be pant of the
2 | coprmpic regicn of South Enst Ada ©

Map of Sarawak.

e At the end of the title, Map of Borneo, tap

{ once.
¢ Insert the image Borneo map.
e Select the image.

. . [ |
On the Pictures toolbar, click | 1 astebr e mewnp o e

The image is automatically resized into a
thumbnail.

Save your work.

Preview the page.

Click on the thumbnail image.

It should bring you to an enlarged image of the

Borneo map.
Go back to the Normal view.

Repeat the steps above to create thumbnails for

the rest in the list;

Map

Brunei

, Image
Brunei map

Kalimantan
Sabah

Kalimantan map

Sabah map

Sarawak Sarawak map

Save your work.

You can also add internal or
external links to any image. Just

select the image, click} e ', then
follow the steps to add the
appropriate link.

iy || e Tova Sea and Kerimaa St 1 the souh, 1t bas @ aven of 43,350 kan? (287,000 square ies),
d lndan

e ot the centre of the ) ipelage
mwmh.: egion of Sou East Asia

esin. Borneo i considered to be part of

| Map of Bareo

.. |

[ ES Yor Lt Fgme:
O-@-Q = IE.:\?

ey - (xtanknt

Map of Beune]

P L CRD

nas s _ =




/ 6.6 Navigation menu \/ Learning Objective: 4 \

Navigation options \

e Go back to your previous work Borneoin | ¢ Now preview the page.

the Normal view. e Click on the coloured and underlined
e At the end of the sentence “If you text NEXT SECTION >.
, ¢ It should bring you to the page entitled
would...”, tap

Geography.

e In lﬂSEﬂt, click Herizontal Line

e Tap JtErter | again.
o Type: NEXT SECTION ».
e Select the text NEXT SECTION >,

Bormeo is a large island in South East Asia that comprises the suhante of Brmei, Indonesia and
Malaysia. The tiay nation of Brimei is wedged between two Malaysian states. The lodonesian part of
Bomeo cansists of the souther two-thirds of the island's area and is dvided ito the four provinces of
West, Cemral, South and East Kabmantan. The Makaysian part comprises the northern coast and is
dnided into the states of Sabah and Serawzk.

e Click _E_:;: thvis centres the text.

e Then click ‘ e ‘ to link this text to the R

Geograihi iaie. e ot e B, g i
L CI'Ck “ . NEXT SECTION > B

GEOGRAPHY

GOVERNMENT AND ADMINISTRATION

. Save your Work \Tw”j T R AR S SRR NP 8

Consistent navigation \

e Go back to your previous work e Forthe page Government and
Geography in the Normal view. Administration:

¢ At the end of the page, tap Text T Link t‘o:pa:‘ge‘ :
tw'?e'. _ . . <GO BACK TO HOME | Borneo -
e In _nser,t, click Honzontall;lne_
NEXT SECTION > People and Culture

e Tapl= { again.

e Type:<6O BACKTO HOME. e For the page People and Culture:

e Now type NEXT SECTION >

GO BACK TO HOME B
¢ Select both text < GO BACK TO HOME < orneo

and NEXT SECTION >. /
e Click _E_ this centres the selected text. Remember to centrem

. the text, so that every
J Now repeat.the stepst to link each text to page has the same
the appropriate page:

layout style.
< GO BACKTO HOME | Borneo to save your work after
NEXT SECTION > Government and completing each task.

Administration

Remember to save all the

e Save your work. images used on your web

e Add these navigation options to your pages within the same
other works Government and folder of your web
Administration and People and Culture. &roject.

o Refer to the tables on the right.




Headings \

//’6’.7—Refinements \ Z Learning Objective: 4

e Go back to your previous work
Government and Administration in the
Normal view.

¢ Select the heading GOVERNMENT AND
ADMINISTRATION.

e Click 7, nextto {defauitfont)

o Select T Arial from the list.
e Nextclick ~, nextto Normal
e Select 5 {24pt) from the list.

e Then clickg to embolden the heading.

e Now click =..

_ A
e Click _, nextto ==
e Select any colour under Standard Colors o

. More Colors... .
click .. for more choices.

¢ Repeat the steps for the other headings
in your other pages.

% Microsoft  rontPage

Bomeo i divided pobticaly into

Brunei-Mpare®
' Tuone®

;-

Temiamong®

The Indonssizs provioces

‘The independess sutanate of Brunei Darugsalam (with the capital Bandar Sesi Begawm), consisting of fowr dinicts

Cearal Kobmantzm (K afrnantan Tengab), souh of Kelmantes, with the capital Palsagkargs
‘Eant Kamantsn (Kalioactn Tigex), north-eas of Kakmutan, with the capital Sapacind®
Sonsh Kafinamizn (Kokessotan Selam), sotzh-east of Kafmarstan, withthe eopitel Banjermaske”

B V:h:lahn

Body text \

¢ In the same page, select the text (with
the capital Bandar Seri Begawan).

o« Now click _Z_to italicise the text.

e This will add some emphasis to the
bracketed text.

¢ Repeat the steps for the other words in
brackets on this page.

e Save your work.

Subheadings \

e (o back to your previous work People
and Culture in the Normal view.
e Select the subheading BRUNEI.

|

e Then click 2 Ito underline the text.

e This will distinguish the subheading from
the body text.

e Repeat the steps for the other
subheadings on this page.

e Save your work.

A

RRINEN

5

‘Bronei n  xtcubral coumay =i (erest esic !

| Bt o o M, Kean, Tteos. B Bim B e Yt Ot g g e Cliose oty
ek rpeced?

PEOPLE AND CULTUREY

PR L Doy SRpUSY VR, ¥



/ 6.8 HTML code / Learning Objective: 5 \

HTML coding \

Go back to your previous work Borneo in the HTML view.

Print this page.

In the Normal view, select the heading BORNEO.

Return to the HTML view and list the HTML tags used to code this heading:

HTML tag | Used to code:

e Each HTML tag starts with a <?> and closes with the corresponding </?>.
e Highlight other tags used to code hyperlinks and images on your printout.

Glue your
printout
here!




Module 7
Networks for a Purpose

Learning Objectives

. _ Pass/
Student is able to: Merit
Design a simple network P

Identify the purpose and components P
of a network

Demonstrate understanding of M
management issues associated with
networks

Understand network security issues ] M

Matssnvlo fav n Diirnnen 27



N L ing Objective: Introduction, 2
/ﬁ Introduction to networks / earming hiectve: frodueton \

What is a network? \

¢ Networks come in all shapes and sizes.

e They have many different uses.

¢ Landline telephones are connected to
the telephone network.

¢ Mobile phones are connected to a
wireless network.

e Computer networks allow computers to
communicate with other computers. You
can use them to share scanners and
printers.

e Email is a form of communication using
a computer network.

¢ Instant messaging is another example of
using a computer network.

What are the benefits?

There are lots
of advantages
of using a
network.

e You can share scanners and
printers with other people.

.
Ten people can all '
share one printer.

Users on the same
network can work on
the same projects at
the same time.

e You can communicate with
other people on your computer.

Email means that you can
send messages to, and
receive them from, other
people.

One person or computer can back up
everyone’s files.

ou can keep
information safe by
archiving it
automatically.

One person can look after and install
everyone’s software.

You can upgrade
lots of people’s
software from
one computer.

One person can set up and look after
important information. They can choose
who can see the information.

The people who need
the important
information can see |it.
People who don’t need
it can't.
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What makes a network? \

Transmission media

A network is

made of nodes, e Transmission media are the ways in

transmission which the parts of the network are
media and linked.
hardware. ¢ Networks have a path to pass
information along. This can be a cable or
a wireless link that joins the two devices.
Network hardware
Nodes

¢ Network hardware includes the
devices used to connect all the nodes
on a network.

e |t provides network services such as
print servers and file servers.

e A node is a device on the network, e.g. a
printer, scanner or workstation computer.
It is a device that people interact with.

Types of network \

e LANSs or Local Area Networks are the
networks that connect computers and
network devices in a room or a
building. They connect computers
and network devices over short
distances.

There are two
main types of
network.

e WANSs or Wide Area Networks are
networks that cover a big area. They
connect individual computers or LANs
over big distances.

Ask yourself

e Fifteen computers in an IT suite.

What kinds of
network are

these? LAN or
WAN?

e The school network to networks in
other schools in your area.

e Five IT suites in the same school
each with their own network.

e The school IT Manager’'s home PC to
their PC in the school office using the
telephone network.

»
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Cables and wireless \

Just like telephone lines, computer
networks use a variety of cables and

e Fibre optics are cables made from
glass fibres. Light can pass through

ways to communicate. them.
UTP (Unshielded Twisted Pair) cables e Wireless uses radio waves to pass on
are made from plastic-coated metal. messages.

Electricity can pass through them. e Infrared devices use heat waves to

communicate. Most TV control pads
are infrared.

Hubs X

A hub is a device that connects a network to several devices at once.

Most hubs have 8, 16 or 32 sockets for the cable jacks to plug into.

Hubs have a socket for connecting to other hubs or switches.

A hub passes information it receives from one node to all the other connected nodes.

One hub can be connected to another hub to increase
‘ the number of nodes that can be joined together. In the

— most common networks, each cable has a maximum
L length of 100 metres. Hubs usually connect nodes in a
B O v LD_J___——— small area, e.g. a single floor in an office block. They
—| work best on networks where there is little network

traffic.

Switches \

A switch is a device that connects different sections of a network. Switches work in a
similar way to hubs. They usually connect one hub to another hub.

For example, they can connect the networks on each floor of a multi-storey office. Also,
they make the network more efficient because they pass information only to the section
of the network that needs it, rather than sending it to all the sections of the network.

On busy networks with many hubs, the hubs are connected together using switches.

A switch is a clever hub, really.

Servers \

A server is a computer or device on a network that manages network resources.

A file server is used to store critical data for retrieval. Any authorised user on the
network can store and retrieve files on the server.

A print server is a computer that controls one or more printers.

A server acts as the communications gateway between many computers connected to it,
responding to requests for information from client computers.

A server is also used for managing network traffic.




/ / Learning Objectives: Introduction, 1, 2 \

Routers \

e Routers connect one network to another.
For example, a router can connect the
network of a company’s office in one city to
that in another city.

¢ The network of the company’s head office
in another city can have a router to connect
it to the same network.

o This allows the two offices to communicate
with each other.

Modems \ Bandwidth \

copper cable

fibre optic
cable

Routers can pass information from one
transmission medium to a different one.

e A modem is a device that converts digital e Bandwidth is a measure of how fast
signals from a computer to analogue a network is.
signals that you can send over a e A high-bandwidth network can pass
standard telephone line and vice versa. a lot of information in a short time.
e It connects individual PCs using the e A low-bandwidth network passes a
telephone network. smaller amount of information in the
same time.

Network diagrams \

A network diagram is useful in displaying the set-up plan of the network.

The diagram helps to identify the additional hardware needed.

The diagram also helps to diagnose faults in the network.

There is software specially designed for drawing network diagrams. However, the

autoshapes set in Microsoft Word, Microsoft PowerPoint (or any word processing or

presentation software), with a few additional pieces of clip art, are sufficient for drawing

simple network diagrams.

o When drawing the links between peripherals, try to keep the lines neat; use vertical or
horizontal lines.

e The diagram below shows a simple network connecting 4 computers and 1 printer,

using a hub.
Printer
7\ |

Server | E— Computer

1

Hub , ,

Computer

Computer Computer f

2 3
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Complex networks \

e The diagram below shows a more
complex network connecting 18 Computers
computers, 3 printers and 2 scanners
through a router.

Internet Service Provider

Router

Scanners

[a o]l

Printers

Network management\

¢ A network manager is usually appointed to ensure the smooth running of the network.
e The work of the network manager includes:
o Configuration management
installing new hardware such as printers and drivers
installing new software
installing new firewall, antivirus and antispyware programs
registering new users
extending the network system to new computers
o Fault finding
= checking to see if all nodes are present
o Security
» setting up user accounts, changing passwords setting permissions to use
network resources
= regularly backing up important data and keeping the backups in a safe location

*
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0]

Advantages of using a netwo;\

o What are the advantages of connecting the many computers and the printers using a
network?

All users can share the same printer, thus saving the cost of buying individual
printers.

The money saved can be used to buy different types of printer.

Each user can choose between the different types of printer.

Users can save files to one location, the server, which all can access and from
which backups can be made.

Users can share files and information directly from their computers, thus saving time
and money.

Space is saved.

Once the network is connected to the Internet, all computers can access the Internet
with only one Internet subscription.

O

O O

Disadvantages \

e There are disadvantages of using a network too:

Lack of privacy: one user can view and access the information stored in the other
computers in the network.

Lack of safety: one user may change or destroy the data or lnformatlon in the other
computers in the network without prior permission.

If the network goes down, the shared equipment, such as printers, will not function —
and therefore everybody on the network will be affected.

There is more chance of virus attack and hacker attack.

If one computer is attacked by a virus, it can spread quu:kly to all the other computers
in the same network.

It can slow down the Internet-access speed.

Improper use of shared equipment may affect the work of the other users.

)

0]

O O O O O O

Management issues \

¢ To enjoy the advantages and to reduce the disadvantages, steps must be taken to
improve network efficiency. The following are some suggestions:

Users should be given some basic training before they are allowed to use the
network. This will reduce the misuse of certain shared equipment.

Assign a network manager to look after the network. If there is a network breakdown
and the manager is also the technician, the maintenance can be done immediately. If
the manager is not the technician, the technician can be contacted to repair the
network as soon as possible.

Use reliable licensed software and equipment.

Ensure that the essential components and drivers are easy to access.

Regularly check all connecting cables.

Regularly service the printers and other shared equipment.

Saving all files to a central server allows for easier backups.

Having a central file server allows network managers to update system software from
one place.

A4 AF_ 4 . L
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Library network \

e You are required to help design a simple network system for a school library with Internet
connectivity, based on the following pieces of equipment and their respective locations.

No. Equipment Location

1 1 computer, 1 scanner Main entrance of the library
2 1 cornputer, 1 printer Head Librarian’s room

3 3 computers, 1 printer General Office

e What other hardware do you need to set up this network?

e Draw a network diagram to show how these need to be connected.




_/

/Tearning Objective: 2 \

Network components \
¢ For each piece of hardware describe what it does on the network.
‘Hardware Function
Computer Normally used by a single user for daily work such as word
processing, keeping accounts, drawing and surfing the
Internet.
Printer Can be shared by users to print out hard copies of
documents.
Scanner

The network has been connected but the Head Librarian complains that the network is
not stable; she is not able to access the Internet or the printers from the General Office.
Suggest two changes to your network to ensure its efficiency and reliability.

G T A 215 OO
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Safety and security \\

e In order to protect important data, here are some suggestions to help the network

manager:

o Install network-version virus-protection software in the network.

o All users should be required to scan removable storage disks before they are used.

o Use alog-in system. Every user is assigned an individual user name and password,
and the entire log-in date and time should be recorded.

o If necessary, use different passwords for access to different levels of the network
system.

o Set up a dial-up system for broadband Internet access. Only the manager and their
assistants should be given the password to connect to the Internet.

o Cultivate the habit of changing the password frequently.

o Avoid using a shared-files folder; shared folders should be protected using
passwords.

o Computers should be in secure locations.

o There should be regular backups of important data. The backup files must be kept in
a safe place, preferably in a different building.

o Only authorised persons are allowed to alter or install new software.

o Consider using a firewall. This is a gateway to limit access between networks in the
LAN to the WWW.

e Security measures vary from computer lab to computer lab. Write down any other
suggestions that you think could improve the safety and security of the computer lab in
which you work:

Only authorised
persons are
allowed to access
the network.

Remember to
change your
password
regularly.
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Computer lab network\\

e You are required to help design a complete network system for a school computer lab
with Internet connectivity, based on the following pieces of equipment and their
respective locations.

No. Equipment Location

1 20 computers Main Computer Lab

2 1 computer, 1 printer, 1 scanner Chief Supervisor's Office
3 1 computer, 1 printer Principal’s Office

e What other hardware do you need to set up this network?

e Draw a network diagram to show how these need to be connected.




J \Z Learning Objective: 2 \

THardware purpose \

e For each piece of hardware describe what it does on the network.

Hardware , Function

Computer Normally used by a single user for daily work such as word
processing, keeping accounts, drawing and surfing the
Internet.

Printer Can be shared by the users to print out hard copies of
documents.

e The network has been connected but the Principal complains that the network is not
stable; he is not able to access the Internet or any computer from the computer lab.
Suggest two changes to your network to improve its efficiency and reliability.
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Safety

(1)

(@)

N\

e In order to protect important data in the library system, suggest 5 actions that the
network manager should take.
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Module 8

Video or Animation for a Purpose

Learning Objectives

Student is able to: Pasg/
Merit
1 | Plan video or animation P
2 | Create source material for video or P
animation
3 | Produce video or animation with P

appropriate software

4 | Add soundtrack or narration to video or| M
animation

5 | Demonstrate awareness:of how the M
finished media text addresses a
specific audience
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Js 1 Animation l Learning Objective: 1

Planning X

¢ Animation is a series of graphics that simulate movement when viewed in sequence.
The format of the graphics can depend on the software used.

e There is plenty of shareware and purchased-graphic software that can be used to

produce animation.

As with any other work, initial planning is very important.

The initial planning or “storyboard” can be drawn freehand.

Use any graphics software to draw the graphics.

The next section is a sample storyboard. Use this as an example to create your first

animation project.

Bullseye (storyboard) \

% /!

Arrow 1 Arrow 2 Arrow 3

Arrow 4 Arrow 5 ‘ Arrow 6

Arrow 7 Arrow 8 Arrow 9
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/ Learning Objective: 2

Preparing the graphics \

There are 9 pictures on the storyboard on the previous page.

Use any graphics software (e.g. Microsoft Paint) to create the pictures. Notice that
pictures 1 and 9 are identical.

When you begin drawing the pictures, draw the Arrow 1 picture first.

Save it as arrowl.

Save it again as arrow?9.

Add the arrow and save it as arrow?2.

Move the arrow further up and save it as arrow3.

Similarly, by moving the arrow towards the bullseye, create the rest of the graphics:
arrow4, arrowb ... arrow9.

Drawing the pictures this way will ensure that the bullseye remains at the exact position.
This is important so that it will stay at the same position throughout the animation.
Load Windows Movie Maker to create the animation.

You can use other gif animators to create the animation too.

Windows Movie Maker \\

Load ﬁ} windawms Movie Maker .

Click

Select ImpDrl‘ inko Coll=ctions. . Chel+I

Go to the directory where you saved graphlcs and select all the pictures: arrow1,
arrow2, ... arrow9.

Click L_mpot_].

Before you drag and drop the pictures into the storyboard, it is best to check the default
setting of the duration.

For the initial trial, set the picture duration and transition duration to 0.25 seconds.
Click and select IEEGa

Options

Change the picture duration to 0.25 seconds | Goneral] Advanced | Compaliity]
Change the transition duration to 0.25 seconds. Default durations
A default duration will be assigned to each picture or transition when
C“Ck b N itis added to the storyboard or timeline.
Drag and drop each of the pictures from arrow1 to
Picture duratio(
arrow9 in the correct order into the storyboard. ot o Jo T2
On the right-hand side is the preview window.
video properties
Click “\) to see the effect of the animation. The videoprapetes specy how videoiscapured and mviesare
Chck , select EESICUINTINEY and save the Videofomat:  @NTSC OOPAL
project as bullseye.mswmm. Apedratio: @43 Ol
If the duration is not suitable, you can start again Loarn more about video seltings.
by first removing the pictures from the timeline. Emal -

Maximum file size for sending a movie as an attachment in an e-mai

Clear Storyboard  Chr+-Del message.

Click and select
remove the entire picture at the timeline.
Try a few different durations until you find the one [ Restore a# Defouks |
that you think is most appropriate.

to
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/Zarning Objective: 3

- 8.2 Creating animation

Making the movie

When you have found the most appropr.iate
duration for the animation, save the project
again. _
. Tg finalise the animation, you need to make it
into a movie which can be viewed using the
Microsoft Media Player.

o« Click Hill and select

Save Movie File, .. Ctri+P |

Ay cormputer

&3 vour movie for jour computer,

& layback on
e Select ™

as the location. Click to continue.
« Type bullseye as the filename.
Browse for your directory or folder to save the

Nest> |to continue.
Next >

file and click k

« Accept the option and click
go to the next dialog page.

o Click Le#t> | and the computer will start
creating the movie.

o If you want to view the movie created
immediately, click lfnsh__I otherwise
uncheck the option before you click .

Jagain to

Save Movie Wizard

Saved Movie File
Entet information fot your saved movie fite. ..

2. Choose a place to save your ie.

iOrcombidgestonters

LY [Bousa |

The process of
converting a series of
images and sounds
into a single movie file
is called ‘rendering’.

Dropping ball

N\

e Save them as balll, ball2, ball3, etc.

¢ Save the project as dropping_ball.
Save the movie file as dropping_ball.

Ball 1 Ball 2 Ball 3 Ball 4 Ball 5

e Use drawing software like Microsoft Paint to draw the following pictures of balls.

e Use these pictures to produce an animation of a ball dropping.
Try different duration times and choose the most appropriate duration for your animation.

Ball 6

Ball 7 Ball 8
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\/Tearning Objective: 3

Bouncing ball \

Open the project file dropping_ball.
Rearrange the sequence of the pictures on the storyboard to ball2, ball4, ball6, ball8,
ball7, ball5, ball3, ball4, ball6, ball8, ball6, ball4.

Save the project file as bouncing.
Preview the animation and adjust the duration so as to produce a bouncing ball.
Save the movie file as bouncing.

Changing the duration \

Instead of redoing the entire layout, you can
change the duration for each individual picture.
E Show Timeline iy (»y T Show Storyboard
0:00:01.00 0:00:02.00

On the bottom panel, click to

display the timeline.

Click " a few times to zoom in on the
timeline.

Click and drag at the edge to increase or
decrease an individual frame of the picture.

Instead of clicking Q to play the animation
movie, you can just press and hold the space
bar to play it.

If you hold the space bar long enough, the
animation will repeat itself until the space bar
is released.

More animation \\

Choose one of the following topics or any topic of your own choice to create a new
animation:

o Football — penalty kick

o Golf —the final stroke

o Flying bird

Use the space provided on the next page to plan the storyboard. You may use freehand
drawing for the storyboard.

Use a simple graphics software to create the graphics.

You must create at least 5 different pictures.

Write a brief description of what each frame is expected to show.

Create the project file and save it as your name animation.

Create the movie file and save it as your name animationl.

BER V/iAdAn Av Anicmmdiomen £ o o Phocee -~




/ 8.3 Drafting w Learning Objective: 1

Drafting x

e Use this page for your draft storyboard. You may use freehand drawing for the draft.
e Give a brief description of each frame.

oA 42 € h o VNt I
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Crossroads \

/ Learning Objective: 1,2

N

o The following are the drafts of a new animation on crossroads.

The traffic lights indicate
green and the cars comiing
from the north—south
direction may pass.

The approaching blue car
continues its journey; the
white car comes to a stop.

The blue car crosses the
road.

The blue car continues past
the crossroads.

The traffic lights change to
yellow. The approaching red
car prepares to stop; the
white car prepares to cross
in the east—west direction.

The red car stops and the

white car crosses the road.

The white car has crossed
the road and the traffic lights

change to green again.

The red car crosses the
road.

The red car continues past
the crossroads.

BEO Vidan mo Aclomand?e o Lo Py
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/ Learning Objective: 3, 4, 5 \

Creating the animation \

As in the previous section, before you create the animation you need to create the
pictures.

Think of your target audience and ensure that your creation meets its purpose. Improve
your creation if necessary.

You can draw or simply import scanned pictures of the cars.

Use Movie Maker to create the project file crossroads.

Adjust the duration of the pictures appropriately.

Create the movie file crossroads.

Play the animation a few times and see how you can improve it.

If you need to improve the animation, you can only alter the project file and not the
movie file.

Make comments on whether the colours used are appropriate for your target audience.
Make comments on the sequence of the pictures and suggest ways to improve the
animation.

Audio files \

Audio files such as MP3 (mp3), Windows (wav) and MIDI (midi) can be irmported into the
movie to enhance audio effect.

You can search Internet sites, such as the Microsoft Office Online — Clip art and media
homepage, to download free audio files.

Alternatively, you can record the audio files yourself using any suitable software and
hardware. _

Microsoft Windows XP provides a simple recording tool to record sound in the Windows
audio (wav) format for up to 60 seconds.

The only hardware you need is a microphone

Click , select , select &

fif Entertainment and select RSOy

, select

Click to start recording. “4, Sound - Sound Recorder
Click ‘==z to stop recording. Fle Edt Effects Hebp

Position; ‘ | Length:
Click lto replay the recorded sound. 0.00 sec. — ) 0100 sec.
L

Click and select B al to save the
recorded sound in wav format to the deSIred
folder

Click : again to continue recordlng
To start a new recording, click and select

File Edit Effects Help

Posttron , Length:
‘ 6.75 sec. 1 £0.00 sec.

“4: Sound - Sound Recorder
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/ Learning Objectives: 4, 5

Inserting audio files \

Inserting relevant audio files will make the animation more interesting.

Click and select Irnport into Collections. ..
Import one or two audio files related to moving cars, such as sounding the horn.

The audio files could be the sound you have recorded or suitable files downloaded from
the Internet.

B Show Timeli
On the bottom panel, click T show Tineline to change it to the timeline mode.

Drag and drop the audio files you have imported.

Adjust the duration of the sound file in the same way that you adjust the duration of an
individual picture.

Play the animation.

Do you think the audio files improve the quality of the animation and make it more
interesting and appealing to the audience?

Try different audio files to find the most suitable ones for the animation.

Save the pI'OjeCt flle as cars. © Untitled - Windows Movie Maker T

Fle Edt View Tooks Cp Py Heb
Create the movie file cars. ‘

These are the sound
files. Do you think
they are appropriate
and make the
animation more
interesting?

3000200
“f < =i={ =i

Review 1 \

Refer to your creation crossroads on the previous page. . .
Assuming that your target audience are adult road users, explain how the animation you
have created fits its purpose and is suitable for its target audience.
Examples:

what is the purpose of the animation?

are the colours used appropriate?

are the pictures relevant and attractive?

have the pictures served their purpose?

is the music suitable for the purpose?

is the sequence and timing suitable?

has the animation made clear its purpose to the audience?

0O O O O O 0 O

(These are just some suggestions; you do not have to answer all the questions. At the
same time, you can add any other comments you think appropriate and which indicate
that you are aware how your animation can address your target audience.)

ON VI Ak e A e d el B o Y e m o




/ / Learning Objective: 5 \

Review 2 x

e Imagine that you want to present the same animation to a group of primary-school
children who are not very familiar with traffic lights.

e Explain what you would change. Give reasons for any changes that you would make.

e Consider the colours, pictures and audio files. What improvements would you make so
that the animation is more relevant and attractive to the young audience?

Answers for Review 1:




_/ 8.4Video

/ Learning Objectives: 1, 2

AN

Planning

N

!

Instead of using pictures to create an animation, students can use video clips to prepare

a movie.

e The preparation is similar to that for animation.

e First, prepare a storyboard.

e Describe the series of video clips you will be preparing.

¢ Add in the duration for each video clip that you intend to capture.

¢ Include also the effect on the video clip, transition and caption that you may use.

o Be very clear who your target audience is and how you would make your video
appropriate for your audience.

A sample storyboard \

You have been working on a video project to promote a tourist attraction in your area —
a waterfall, to adult visitors, based on the following storyboard.

Clip 1

Video clip or still photos showing
the route leading to the site.

Clip 2

The source of the water.

Clip 3

The main scene — the great
waterfall.

Clip 4

A close-up scene of the waterfall
showing crystal clear water.

Video clip titte | Duration

Effect on | Transition to | Caption (if used)
(seconds) | video clip | next video :
‘ clip
Route 16 Fade out, | Bars After crossing the
To white bridge, the magnificent
waterfall is just a few
metres away!
Source of water 13 None Checkerboard, | The source of the water
Across comes from a height of
more than 1000 metres.
The great fall 16 None Dissolve The height of the fall is
30 metres!
Close-up 10 None Fade Crystal clear water!
[




/ 8.5 Creating source clips / Learning Objectives: 1, 2

Shooting the clips X

You can shoot the actual scene by using a digital camera or a video camera.

The format of the video clip depends on the type of camera and software that you use to
process your video clips.

Make sure you use a format that is supported by the software you will be using to
produce the movie.

If you are using Microsoft Movie Maker, it supports the following video files:

.asf, .avi, . m1v, . mp2, .mp2v, .mpe, .mpeg, .mpg, .mpv2, .wm and .wmv.

However, if your video files are not in the list above, there are many types of software
available for converting them to one of the above supported formats.

For exercise purposes, try to use the mpg, mpeg or wmv format.

The avi format may give high quality output but the movie file produced will be very much
bigger. It also uses a lot of RAM.

Make sure you have enough hard-disk space (4 GB or more) and RAM (at least 512 MB)
before you process the video and do the final movie. Insufficient memory will slow down
your computer or even cause your computer to stop functioning normally, so you will not
be able to complete the task of making the final movie.

Tripod \

A tripod is a very useful accessory for capturing video.

A tripod will help to keep the video camera still and thus prevent your recorded video
from being jittery.

A remote-control tripod lets you control the camcorder without having to press buttons
on the camera itself; you are less likely to jiggle the camera as you start or stop the
recording, or operate the zoom lens.

This can be a real help in achieving smooth, professional-looking pans and tilts (when
you capture a moving object by following it or by slanting the camera at an angle).

It also improves the overall quality of the recorded video.

Tips to improve quality of video\

Always use a still background when recording video.

If you need to record against a moving background, try reducing the depth of field.
You can also make the background go out of focus by using a lower level of light and by
moving the subject closer to, or further away from, the lens.

You can zoom in or take more close-up shots to avoid the moving background.

You must provide adequate lighting; use soft light, diffuse (evenly distributed light) and
consistent light levels.

Avoid direct high-contrast lighting.

If possible, the colours of the clothing that your subjects wear should complement their
skin tone and be sufficiently different from the background or overlapping objects.
Avoid bright colours, which tend to bleed or spread outside an object.

Avoid stripes; these often create wavelike patterns, especially when the subject is
moving slowly.




J 8.6 Ed|t|ng video / Learning Objective: 3 \

Importing video clips \
o Click 2 sclect LIl
° C"Ck select Irnport inko o Chrl+]

e Select route.mpg and click to import the video clip into the collection pane.
e Repeat the process to import source of water.mpg, The great fall.mpg and close-up.mpg
into the same collection.

o Click ** on top of the storyboard to render the movie.

2. Untitled - Windows Mavie Maker
i Fe Edt View Tools Cip Play Hep

00 9

B resks ' Collections

fti Collection: close-up Storyboard: roule
BT Drag a cip and drop & on the stoiyboard below.

J video Effects
[ video Transtions
&) Collections

& dose-up

@ route

) sowce of water

Click here
fo preview
the movie.

B Faved

- ar EE)
(D BDO@csn v 1B @)

Video effects \

e Use the video effect provided to add special Video Effects
effects tO yOUI' movie. Drag a videa effect and diop it on a video clip on the storyboard below.
¢ Avideo effect is applied for the entire duration
that the video clip displays in your movie.
e You can add any of the video effects that appear N witines, becrene Bitnes, rese
in the Video Effects folder in the collections pane. ' -

o Click HEE select IRl
Video Effects folder.

¢ Select the video effect that you would like to
include in the video clip that you have imported,
by dragging it into the video clip on the

storyboard. -

¢ Click '* on the storyboard menu bar to render
Fade In, From White Fade Out, To Black Fade Out, To White

1>

to display the

Ease In Ease Out Fade I, From Black.

the movie to preview the effect. 2

|



/ 8 7 Transition \Z Learning Objective: 3

Removing the effect \

¢ |f you have just added the video effect, you can remove it by clicking the undo button,
i) or click and select . Undo Add Effect Chrl+z

e You may also right click on the clip on the storyboard, select Il to obtain
the following dialog table:

Add or Remove Yideo Effects

Available effects: Displayed effects:
Er R | Easeout [}

|Brightness, Decrease i

Brightness, Increase z \}
;Ease In - << Remove
Ease Out ‘
Fade In, From Black ‘

|

|
,

Fade In, From White
Fade Out, To Black

|
|
|
!
|
I |

Fade out, To White v

e Click to remove the displayed effects.

e Or pick from the list of available effects and click to add the effect.

Saving the project \
e Save your project before you proceed.
e Click .

e Click Save Project &s... Fiz2

e Save your project as Your Name movie project.

Adding transitions \

Transitions control how the movie plays from one video clip to the next.

You can add a transition between any two video clips on the storyboard.

The transition will start to play before one clip ends and while the other clip starts to play.

If no transition is added, there will a straight cut between the two clips.

The transition that you have added will appear on the transition track of the timeline.

You must expand the Video track if you want to view the track.

e To add a transition, click and select Ny
folder in the collection pane.

e Choose the transition, drag and drop it between two clips on the storyboard.

Video transition inserted

to open the Video Transitions




/ 8.8 Adding audio files

/Earning Objective: 4

Editin'g the duration of transitio:s\

¢ Insert two more transition styles.
e Click ™ to preview the effect of the transitions.

¢ If you want to remove a transition, click on the transition and tap the delete key

o Click H to save the project using the same filename before you proceed.

e You can change the duration of a transition.

¢ On the Transition track of the timeline, drag the beginning of the transition towards the
beginning of the timeline to increase the transition duration.
¢ Drag the beginning of the transition towards the end of the timeline to decrease the

transition duration.

AR S Wi 1 show Storyboard

00.00 000100 0:00:20.00

W el route
57 Ly i
Yideo B o

Transition

Click and dra
rout;

0:00:40.00

0:00:30.00

,mm tl?.e ch!p'éat fall q

Audio

Drag to the left to

Drag to the right to

increase the duration.

decrease the duration.

Background audio files\

¢ Since we are showing a waterfall, if we can add some sound effects related to a
waterfall, the movie created will be more realistic and attractive. This will also help to
fulfil our aim of promoting the tourist site to our audience.

e To import the music files, click IEE.
Click Import inko Collections. .

You can import your own files or use the music files provided: water1.wav, water2.aif

and water3.wav.
e Drag water1.wav to the Audio/Music track.

o Position the left side so that it aligns vertically with the left margin of the video clip source

of water.wmv.

¢ As the music is too short, add another copy of water1.wav and position the two music

clips side by side.

e Drag the right border of the second music clip to reduce its length as illustrated below:

Transition
Audio
Audio/Music

B

B £ * 3 ¢ (» I3 show storyboard
00.00 0:00:10.00 0:00:2f8p
Rl ‘
Videa i

Drag to trim the
clip -

- gl



/8.9 Narration

/  Learning Objective: 4

More music

~

Similarly, insert two copies of water2.aif and two copies of water3.wav.

e Adjust the duration to synchronise with the length of the video clips, The great fall.wmv
and close-up.wmv, respectively.
e Render the entire movie to check the effect.
e Save the project as movie project with music.
B & * =0 0@ ) T show Storyboard
00 0000000 0002000 (003000 0:004000 _ 0:0050.00
oo i
route  j§ $0... The gr...
video E | ?
Transition :‘,.' D = ﬁ%
Audio Jource-ofwater e-great-fall ' close-up
Audio,/Music g
Title Overlay -

Narrating the timeline\

You can enhance your movie by capturing an audio narration which lets you describe, in
your own words and voice, what is displayed in the video.
Before you can begin capturing an audio narration:

track is empty.
o You must be in the timeline view.

¢ Prepare what you want to describe
about the movie.

o Select Microphone as the audio input
source.

e Check the Mute speakers option to
avoid recording

e Click (Stertharration § to start recording.

e Save your recording as
Your name narration.

e You may need to try a few times to
adjust to the right timing.

¢ Render the movie.

e Save your project as
movie with narration.

o The playback indicator on the timeline must be at a position where the Audio/Music

e Click # onthe storyboard/timeline menu bar to display the narration option.

i File Edt

the background music.

e Click M to end the recording.

View Tools Clp Play Help

D o H ) - ¥ ETaskﬁ :’Collectlons |I@Coﬂectlons

Nanate T|mel|ne

Drag the playback indicator on the timeline to an empty point on the Audio/Music track, click Start
Narration, and begin your narration.

Steps
1. Start Narratlon

- Input level .

o |

Microphone

Learn more about nparrating the timeline

Narration captured: 0:00:00 Audio device:

Time avallable: —teatem lSigrnaTel Audio v,

[ Limit narration to available free space 0 Input source: ~
rack Microphone - v

[IMute speakers e

-4t f . o FYeemmmm



/ / Learning Objective: 4 E

Narration with background music\

¢ You can capture your narration without muting the speakers, so that the background
music will be recorded.

e After you have done the narration, check the track for music in the storyboard pane. You
will find that the positions of the background music will be pushed to the right.

e Since the background music has been recorded, you can remove them from the music
track.

o Click ¥ to save the project using the same filename.

E A A '!:4-)‘ \Ej 1) show Storyboard
0:0010.00 0:00/20.00

0:00:30.00 0:00:40.00 0:0050.00 0:01:00.00 0:01:10.00

0:01:20.00 0. UﬁD; 0o

video B

Transition - |
Audio - }-route—- - -Fhe-greatfall-------—--
AudiofMusic

The music clips are included in
the narration and are no longer
needed. Remove them.

Title Ovetlay

Titles and credits \

¢ . To further enhance your movie, you can add titles and credits manually.

¢ Click , select Titles and Credits. ., )
e You are given five options, pick one and click on the hyperlink to proceed.

Where do you want to add a title?

Add title at the beginning of the movie,

Add title before the selected clip in the timeling,

Add title on the selected clip in the timeline.

Add title after the selected dip in the timelinge.

Add credits at the end of the movie,

Cancel

~A vt g a = x - .




/ 8.10 Titles and credits

/ Learning Objectives: 1, 2

Title at the beginning\

e Click at title at the beginning

e Type the title Welcome to the great Kuching waterfall.
e As you type, you can see a preview on the right-hand side.

Enter Text for Title
Click 'Done' to add the title to the mavie.

Fade, In and Oul

ﬁl\lelcome to the great Kuching waterfall

Welcome to the
great Kuching

}

)
L

waterfall

Done, add title to movie Cancel

More options:
Change the titte animation

Change the text font and color

Change the title animation \

o Click “hanae the tithe animation

e Select from the list for a suitable animation.
o Watch the preview on the right-hand side as you scroll up and down.

Name Description

Titles, Two Lines

Fade, In and Out
Fly In, Fades
Fly Out

_Fly In, Fly Out

Maving Titles, Layersed
Fvnlndinn Nutline

Fades in, pauses, fades out

Flies in from left, pauses, fades out
Fades in, pauses, flies out right

Flies in from left, pauses, flies out right
Transparent overlapping Htles

Znnme in_nnitline evnlndes ofF erresn

L

)

<.

Change the text font and colour \

Click Change the text font and color

¢ Choose the font, font style, font size, colour and position.

e Click Cone, add title to movie to add the
title to the movie at the beginning.

¢ This will automatically add a new
frame at the beginning of the movie.

e Save your project as
movie with title.

Select Title Font and Color
Click 'Done' to add the title to the mavie.

Font:

Iicrosoft Sans Serif

Size:

A &

Color:

AN

Transparency: 0%

}__d»..m




J 8.11 Other titles / Learning Objectives: 4, 5 x

Title on the selected clip \

o Let us add another title.

e Select the clip close-up.
e Select Add title on the selected clip in the timeline.

e Add the title as Crystal clear water!

e Click Chanae the title animation gnd select an appropriate animation.
Click Change the text font and color

e Choose the appropriate font, font style, font size, colour and position.
o Click Done.addtilefomovie 15 54 the title to the clip selected.

Credits at the end \

This is to add a new frame to record the credits of the movie.

Use this to show your appreciation of those who have helped you in one way or another.
Include your name and school and the date of creation.

The layout for typing the text is slightly different.

Watch the preview for the animation, font, font style, etc. on the right-hand side.

The End 2
Thank you for watching

Presented by Y'our Name Director :
Your Schoal Producer =

Centre Number

Year o

e You can also click Shanas thetext font and coler 1y chopse the appropriate font, font style, font
size, colour and position.
e Click Change the title animation and select an appropriate animation from the list under Credits.

Name | Description - LA
Credits ~

Credits: Scroll, Up Stacked Paired starked credits scroll up

Credits: Zoom, In Paired credits zoom in

Credits: Fade, In and Out Paired credits fade in and out

Credits: Scroll, Up Side-by-Side Paired credits scroll up side-by-side -

Credits: Mirror Paired credits Fly in fram bath sides f_'

Credits: Exploding Paired credits zoom in and outline explodes off ... -

Cradiber Elhu T | aFF amd DinkE Daivad rradike Flu in Fram lafF and vinkb _Y_I

o Click Rene.addtiletomovie 4, a4 the title to the end of the movie.
Render the movie a few times.
e Show it to your teacher, your friends and discuss how you can improve your movie.

e Save your project as Your Name movie with titles and credits.

A Vir S . ma s Y - =S



/ 812 The final movie / Learning Objectives: 4, 5

Create the final movie \

So far we have been saving a project which can be opened and edited.

If you save it as a movie, it cannot be edited.

Should you find any mistakes, you will need to edit the project file and save it as a movie
again.

Click .

Save Movie File... Ctri+-P

Select

D Vv carnpiaker
Select Save your movie For plavback on vour cormputer, and click L... -
Enter the file name as Your Name waterfall movie in your own folder or any folder

Click 222 to accept the recommended quality.

Wait for a wh|Ie for the saving to be completed.

You have the option to play the movie immediately using your default video player.
Uncheck the option if you wish to play it later on.

Save Movic Wizard X Save Movie Wizard x}
Saved Movie File %) Movie Setting )
Entes information for pour saved movie fe. * Select the satting pou want to use to save your movie. The selling pou select 3
P> determines the quality and e size of pour saved movie, p>
1. Enter & fils name for your saved movie. (®Best quaity for playback on [y computer
 YourName movie] ; i Show more choices. ..
2. Choose & place to save your movie.
{E C:\Documents and Settings\User\Desktoplyideo for & Purpose v [Browse... |
Setting detals - -~ - Hovie file sze -~
Fie type: Windows Media Yideo (WMY) Estimated space required:
BR rate: 2,0 Mbps 13.04Mp
Display slze: 320 x 240 pixels
Aspect ratlo: 4:3 Estimated disk space avatiable on drive C:
Frames per second: 30 *B@
‘ <Back H Net> ] ‘ Cancel | <Eackjﬁmﬂ) ‘ I Cancel

Type a filename and select a location Click Lo

. Jto accept the
to save the movie.

recommended quality.

Save Movie Wizard @ Save Movie Wizard
Saving "".”, . ’\ Completing the Save Movie Wizard ‘\
Your movie is being saved. 5,, You hava successfully complated the Save Movie Wizard and saved yous movie tothe  \9a® E3
place you specified. b
Saving movie... Optional:
[)piay movie when 1 cick Finizh.
YRRNREARES ) P
40 Seconds Remaining 15%
Movie file name:
Yourame movie
Destination:
C:\Documents and Settin...{Video for & Purposel
To dose this wizard, click Finish.
: 2 Fah
Wait ... Clear the check box if you want to play

the movie later.




/ 8.13 Assignment / Learning Objectives: 1

New project \

e A friend from Vietnam wants to bring his parents to visit you next month. He has
requested you to make a short movie of your home town. His parents are very keen to
preview some of the tourist attractions, especially those connected with the costumes
and culture of the local people.

Use the following boxes to plan a storyboard of at least 4 scenes and prepare your
video clips based on your storyboard.

Scene 1 Scene 2

Scene 3 Scene 4

Planning the movie \\

e Use the table below to plan your final video or movie.

Video clip title Time Video effects Transition Caption
(seconds) | (if used) | (if used) (if used)

L

79 V\iAdnn Av Aninsnbinm faw - D
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/ Learning Objectives: 1,2, 3,4, 5

Editing \

Load Microsoft Movie Maker or any appropriate software for editing and compiling your
movie.

Import the relevant video clips that you have captured.

Apply the video effects, transitions and captions to your clips, according to your plan.

Save your project as Your Name home town.

Narration and caption\

You can either:
o Add narration with your own voice and save the narration as
Your Name ht narration or
o Import any relevant music.
Make sure that the length of your audio file is equivalent to the length of your overall
movie from start to end.
Add a title caption at the beginning of the movie.
Add your name, school and the centre number at the end of the movie as credits.
Save your project as Your Name ht final.

Save the complete movie as Your name ht final movie.

Evaluation \

Explain your choice of video effects and transition and how these effects help to
enhance the video to make it more interesting to your audience (your friend’s parents).

Explain how your audio file helps to enhance the video and make it more interesting to
your audience (your friend’s parents).
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